
 

 

 

Westminster Kingsway College 

Job Description and Person Specification 

 

 

Post:   Learning Support Worker  

Contract:  Term Time Only x 38 weeks 

Hours:   35 hours per week 

Reporting to:  Head of LDD 

Grade:   Business Support – Grade 2, Spinal Point 24 

Salary:   £26, 418 per annum (pro-rata) 
 

 

Key Purpose 

 

The postholder will be expected to undertake any of the duties set out below, subject to 
appropriate training, although he or she would normally concentrate on a particular area.  
However, in order to ensure a range of experience for the benefit of postholder and the 
College, duties may be rotated from time to time. 
 

Main Duties and Responsibilities 

 

• To enable students with complex learning disabilities to access the full range of college life 
(getting to and from the college, moving within the college, in the classroom and in social areas). 
 

• To support teaching staff in the delivery of the curriculum, including covering classes if required. 
 

• To help teachers in the identification of appropriate resources for student learning. 
 

• To work with course teams on the design of the curriculum and on course review and evaluation. 
 

• To assist in the enrolment of students. 
 

• To monitor student attendance. 
 

• To work with lecturers to increase student retention, attainment and progression. 
 

• To supervise transport arrangements for students who cannot travel independently whether to, 
from or within the college and to liaise with transport agencies and course tutors to ensure that 
students can access their college timetable safely and on time. 

 



• To provide support for LDD students during non-teaching times, especially lunchtimes and to 
assist with their integration into college life, e.g. attending classes, social activities or other 
student events. 

 

• To be an active member of course teams and to assist in the development of individual 
programmes and the assessment of student progress. 

 

• To provide a supportive service to students and to help them to undertake and complete work 
to the deadlines set by the lecturers. 

 

• To contribute to the development of learning resources including the use of educational 
technology appropriate to the courses being supported. 

 

• To maintain base rooms as attractive and effective learning environments for students. 
 

• To contribute to the development and implementation of the college’s quality management 
system including a college-wide procedure for course reviews and evaluations. 

 

• To monitor student attendance following established procedures and make necessary returns to 
the Head of LDD. 

 

• To provide and support of personal care for learners if required 
 
Expectations of the Post Holder 

 

• To demonstrate model behaviours that, at all times, are consistent with an open, inclusive 

and participative style. 

 

• To be proactive in identifying and pursuing opportunities that are appropriate to maintaining 

his/her professional development, and actively participate in the Group’s appraisal scheme. 

 

• To carry our his/her duties at all times with due regard to the Group’s policies, including 

Safeguarding, Health & Safety, Equal Opportunities, and Data Protection, and participate in 

training as and when required. 

 

• demonstrate a commitment to the development and practice of equal opportunities in every 
aspect of the life of the college; 

 

• Abide by the college’s data protection policy. 
 

• To work flexibly and to undertake such other duties that may reasonably allocated by the line 

manager. 

 

• Ensure equality, diversity and inclusion are actively promoted and advanced as part of this 

role within the Group. 

 

 



 

 

Special Conditions 

 

1. The nature of this post means that the post holder may need to travel from time to time to 

other College centres and external venues. 

2. The post holder will be contracted to work for a defined number of hours per week but it is 

a requirement of this post that the holder will flex these hours to reasonably meet the needs 

of the service, which may include working occasional evening and weekends. 

3. This post falls within the scope of the regulations requiring a Disclosure & Barring Service 

(DBS check). 

 

N.B. This job description is designed to outline a range of main duties that may be encountered.  It 

is not designed to be an exhaustive listing of tasks and can be varied in consultation with the post 

holder in order to reflect changes in the job or the organisation. 

 

EDI 

 

We value diversity and positively welcome applications from all backgrounds. This will help 

ensure our workforce better reflects the diverse wider community we support. Applicants who 

declare a disability meeting the minimum criteria for the role will be guaranteed an interview. 

 

Safegaurding 

 

We are committed to safeguarding and promoting the welfare and safety of our students and 

expect everybody working for the Group to share this commitment.  We actively seek DBS 

enhanced clearance checks for applications of employment as part of our safeguarding 

procedures. 

 

 



 

Person Specification 

 

 Criteria Essential Desirable 

Qualifications / Professional 

Development 

A level 2 qualification or equivalent experience. X  

A good general education in English, Maths and/or IT to level 2. X  

A willingness to undertake continual professional development and 
continual IT skills upgrading. 

X  

Knowledge / Experience An understanding of the reasons for an Equal Opportunities Policy and how 
it affects the immediate working environment and relationships with clients. 

X  

Experience of working in a supportive role, with individuals or groups of 
people with either PMLD or ASD with Challenging behaviour 

X  

Skills / Abilities The ability to communicate effectively with people with learning difficulties. X  

The ability to communicate effectively with staff, parents, carers and 
specialists. 

X  

Ability to produce materials to a high standard. X  

Good interpersonal skills and written and oral communication skills. X  

Excellent administrative and IT skills, including knowledge of Microsoft 
Office and experience with dedicated databases. 

X  

The ability to plan and monitor one’s own workload to ensure that deadlines 
are met. 

X  

A flexible approach to work and to be able to work longer hours at short 
notice to achieve deadlines. 

X  

The ability to work effectively as part of a team. X  

 


