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JOB DESCRIPTION



	MAIN RESPONSIBILITIES AND DUTIES:

1. Co-ordination of a small team of communicators including timetabling, managing support hours according to funding and budgets on behalf of the learner support manager.
2. Applying the appropriate support for D/deaf learners with varying communication methods, suitable to their needs and preferences, to enable equal access to learning.
3. Liaison between learners, tutors, support team and peer group to facilitate successful integration of learners and staff across the college and promote D/deaf awareness.

4. Providing support for D/deaf learners during activities outside the classroom as and when required, (e.g. during trips away, inductions, work placements, awards) or as directed by the Learner Support Manager.

5. Modifying and adapting language content where appropriate and overseeing the modification system. 
6. Preparation of learning materials for interpreting the content. 

7. Adapting and enhancing the learning environment through technical aids, e.g. use of Ipads, loop system, lighting.

8. Manage the upkeeping and monitoring of day to day support logs for auditing purposes and notes of learners’ progress.
9. Planning and providing support for learner examinations and assessments and assisting with access arrangements.

10. Keep updated records of support hours and costs of support in liaison with Learner Support Manager. 

11. Sourcing and interviewing agency CSW staff when required and when internal staffing is inappropriate or unavailable.

12. Attending regular meetings with programme leaders/managers and the SEN for Disability and D/deaf as directed by the Learner Support Manager.

13. Chair regular meetings with the team of Communication Support Workers, and keeping records of all such meetings.

14. Carry out yearly observations of Communication Support Workers.

15. Provide staff development to Communicators, College staff, Tutors and cross college learners regarding all aspects of working with D/deaf learners and Deaf Awareness.

16. Provide up to date statistical information as required by the Learner Support Manager.

17. Carrying out any other reasonable duties as requested by the line manager.  

18. Applying an equal opportunities policy in all dealings with learners and staff.

19. Maintain close liaison with the SEN Specialist for Disability and D/deaf by providing and responding to information from college lecturers and the wider team regarding the needs of individual learners.

20. To encourage staff development within the support staff, (e.g. keeping abreast of new courses and encouraging support staff to make suitable career improvements, both for themselves and for the benefit of the college).

21. Carrying out termly 1:1 supervision reviews, probation reviews, annual staff performance, training and development reviews, appraisals and return to work interviews for the CSW team.

22. Keeping up to date with publications involved in the education of the D/deaf and D/deaf culture. 

23. Acting as learner/staff liaison within the college.

24. Have an awareness of resource budgeting within the sector.

25. Work closely with HR for recruitment and take part in interviews of Communicators.

26. Provide inductions and training to new Communicators.
27. Work closely with specialist external organisations linked to D/deaf learners attending the college. 

28. Keep up to date risk assessments for Mental Health Deaf learners and Communicators.??



	PHYSICAL CONDITIONS

Place of work: 

The principal place of work for this post will be the Corporation’s premises at the Deane Road Centre.  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 or at other locations, mainly in the Bolton area when required.  As part of their duties, the post holder may be required to travel either within the United Kingdom or outside of it.  Such travel may include attendance at conferences or seminars for the purposes of maintaining and updating their professional skills and the supervision of learners on visits and work placements.

Working Hours

The post holder will be expected to work such hours as are necessary for the proper performance of their duties and responsibilities with a minimum of   25    hours per week.

SOCIAL CONDITIONS

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

Probationary Period

If the post holder is a new employee to the College, the first 9 months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed.  The Corporation reserves the right to extend the probationary period, if, its opinion, circumstances so require.

Appraisal

The post holder will be required to participate in a staff appraisal scheme approved by the Corporation.  




	JOB DESCRIPTION PREPARED BY: Learner Support Manager

DATE: May 2023






JOB TITLE: Senior Communication Support Worker





Faculty: Learner Support





Grade: Senior CSW





Directly responsible to: Learner Support Manager





Directly responsible for: Team of Communication Support Workers








PURPOSE OF JOB:





To manage a team of Communication Professionals based at Bolton College. 





To co-ordinate and participate in the running of a communication support-based service.





To provide CSW support for D/deaf learners within the college.





To participate in the co-ordination, planning, monitoring, reviewing of timetables, support workers and the provision of communication support across the college.





To work with the SEN Specialist for Disability and D/deaf to provide deaf awareness, and awareness of the CSW role, to staff and learners within the college.

















