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JOB DESCRIPTION 

	JOB TITLE:

SEN Specialist (Dyslexia) 
Sector/Section:



Grade:                            PO 1




Directly responsible to:
Head of Learner Support
Directly responsible for: Dyslexia support, access assessments and the provision of access arrangements for exams. 



	PURPOSE OF JOB:
The postholder will:

· Be responsible for the provision of dyslexia support  and access arrangement assessments for the college. 
· Assist the Head of Learner Support to ensure that support is provided for students with SpLD.

· Keep up to date with developments in the area of expertise.

· Assist the Head of Learner Support with the provision of information to interested official bodies.




MAIN RESPONSIBILITES AND DUTIES:
1. To keep up to date with national developments regarding learners with SpLD/Dyslexia  and additional learning support funding.

2. To organise the assessment of support needs and access arrangements for learners in scope fro the service. 
3. To liaise with the exams team to ensure the smooth co-ordination of access arrangements and strict adherence to JCQ guidelines.

4. Populate  Pormonitor with relevant information regarding  access arrangements and advice to tutors. 

5. Co-ordinate the provision of support and to oversee the timetables for the dyslexia tutors. 
6. Liaise with other professionals within the Learner Support team to ensure a wrap-around approach to the learners’ support needs. 
7. Liaise with the staff development manager to coordinate the provision of CPD within the areas of Dyslexia Awareness.
8. Liaise with College departments, guardians and local agencies to provide advice and guidance regarding support for learners with SpLD. Contribute to Education, Health and Care plans where appropriate.

9. Research and source appropriate assessibility software and aids within this area of expertise. 
10. To support the Head of Area to ensure that government funding targets are met in the area of additional support.

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

12. Maintain and complete auditable records.

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

14. Any other duties commensurate with the grading of the post.

15. The post holder 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 employees.

16. Undertake staff development activities that support personal development and the changing needs of the college and its environment.

17. In carrying out their duties the appointee must:

· Comply with Health and Safety Regulations

· Be aware of the College statement on Health & Safety

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

19. To actively contribute to the College’s safeguarding children and safeguarding vulnerable adult agenda

	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 – may change subject to TU consultation
You will be expected to work 35 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 or overtime may be payable.  For full-time positions (35) overtime on any day other than Sunday or a general or public holiday will be paid at time and a half.  For part-time positions overtime will be paid at plain time until the 35 hours is exceeded when time and a half will be paid.  For overtime on a Sunday or Bank Holiday, payment will be at double time. 

Holidays are to be taken at times agreed with the line manager and the Head of Sector to suit the needs of the section.

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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