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             JOB DESCRIPTION 

	JOB TITLE:

 SEN Specialist – Dyslexia
Sector/Section:



Grade:                            PO1




Directly responsible to:
The Head of Learner Support
Directly responsible for: Access Assessment Team


	PURPOSE OF JOB:
Post Holder duties 
1. To ensure that Bolton College’s statutory obligations in relation to Post 16 Dyslexia needs provision are met and that exam access assessments are carried out and detailed written exam reports are submitted and completed in line with JCQ requirements and standards.
2. To keep up to date with national developments regarding learners with SpLD/Dyslexia and additional learning support funding.
3. Coordinate the provision of support and to oversee the timetables and provice line management  for the Dyslexia Tutors.
4. Liaise with other professionals withing the Learner Support team to ensure a wrap-around approach to the learner’s needs.

5. Liaise with staff development Manager to coordinate the provision of CPD within the areas of Dyslexia Awareness.

6. Research and source appropriate assessibility software and aids within the area of expertise.

7. To support the head of Area to ensure that government funding targets are met in the area of additional support.

8. To support the Head of Area to ensure Governors and SMT are fully informed of developments in the area.

9. Maintain and complete auditable records.

10. To compile Capital bids for specific equipment / facilities.

11. Provide advice and guidance to teaching staff regarding learners who require Dyslexia strategies to support them to achieve.

12. Writing requests for Educational Psychology assessments in line with the SEND (2014) reforms.
13. Compile Form 8s and complete exam access reports  for learners needing exam concessions. 

14. Liaise with departments to arrange for coursework information for learners.

15. Develop bespoke teaching and learning action plans for learners with Dyslexia and co-existing differences on with their academic progression.

16. Teach individual learners a range of learning strategies.

17. Monitor all Service Level Agreement targets to ensure that Bolton College is fully compliant with the contract raised by Bolton LEA SEND team to fund this service.
18. The postholder will be expected to comply with any rules and regulations which the Corporation may from time to time issue to ensure the efficient operation of its business and the welfare and interests of its students and its environment.
19. In carrying out their duties the appointee must:

· Comply with Health and Safety regulations

· Be aware of the college statement on health and Safety

20. Be fully aware and comply with College policy on Equal Opportunities.

21. To actively contribute to the College’s Safeguarding children and Safeguarding vulnerable adult agenda.

22. Apply extensive safeguarding experience in practice with FE learners as  Bolton College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.



	Place of Work

The principal place of work for the post will be the College’s premises at Deane Road.  However, the post holder may be required to work on either a temporary or an indefinite basis at any premises at which it may from time to time provide services.

Working Hours 
You will be expected to work 37 hours per week.  Your pattern of work may vary from time to time.  In normal circumstances where you work beyond your contracted hours, time off in lieu may be given. 

Training

The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post holder may therefore, at the discretion of the management, be required to undertake training and development appropriate to present and future needs of the College.

Appraisal

All staff will be required to participate in an annual staff development review.



	Probationary Period
If the post holder is a new employee to the College, the first 9 months of employment will be on a probationary period, during which the suitability of the post holder will be assessed.  The Corporation reserves the right to extend the probationary period if, in its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Corporation on giving one month’s written notice.  The Corporation’s Disciplinary Procedure will not apply during the probationary period.

In the interests of health and safety, smoking is not permitted in Bolton College.
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