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JOB DESCRIPTION
POST:


Specialist Study Skills Support Tutor SpLD / AS

SCHOOL/ DEPARTMENT:

Specialist Tutoring and Mentoring Team, 



Student Life
GRADE:
 

5
REPORTING TO:


Specialist Tutoring and Mentoring Team Leader
MANAGEMENT RESPONSIBILITY:     
None
JOB PURPOSE:

To provide individual study related support for students with an SpLD / ASD; the level and type of support will vary according to the individual student and their needs assessment. Typically, specialist study skills support tutors provide study skills support that will assist students to develop the academic and organisational skills to manage their course and workload effectively. 
The specialist study skills support tutor will empower the student to manage difficulties that their disability has on their capacity to achieve their academic potential. They will support the student to develop as independent learners and maintain the necessary focus on academic progress. The primary focus of the role will be to work with students who are in receipt of DSA funded support, but where capacity allows, and demand dictates, support may also be provided to SpLD / AS students who are not in receipt of DSA funding. 
Specialist study skills support tutors will participate in team development to ensure a professional, consistently excellent tutoring service that meets the DSA-QAG Non-Medical Help Quality Assurance Framework and University expectations.

DUTIES AND RESPONSIBILITIES:

1. To work with students on a one-to-one basis to identify their individual needs and strengths. To develop and provide a support programme that will facilitate the growth of independence, encourage students to take responsibility for decision making and maintain a focus on their academic work.
2. To independently interpret and appropriately respond to needs assessments, educational psychologists’ reports and to be able to design, plan and deliver appropriate study skills programmes for SpLD / AS students taking into consideration the students preferred learning style.
3. To provide individual tutorials for students to develop their study abilities including time management, academic organisation, note-making, reading strategies, structuring assignments, essay planning, improving research techniques, examination and revision strategies, presentation skills, memory techniques and other related academic conventions. 

4. Prior to meeting with students be fully conversant with the recommendations made for them through the DSA process to ensure the student is provided with the support which reflects their individual needs. 

5. Help each student prioritise what they want to achieve from the sessions and devise individual work plans. Monitor students' progress and provide effective and constructive feedback via regular reviews to measure the effectiveness of strategies against the student's levels of independent study and adapt plans as appropriate. 

6. Keep accurate records of support as per the team’s processes to record students' engagement, progress and attendance ensuring these meet the requirements of the DSA-QAG Non-Medical Help Quality Assurance Framework. 

7. Liaise with the Disability Advice Team about specific student cases where concerns exist about their academic progress. Inform the Disability Advice Team in good time where extra resources may be required for the student so funding can be considered and applied for. 

8. Provide a consistent and professional service and contribute to the development of excellent tutoring interventions within your team. 

9. Undertake regular CPD to maintain an up to date knowledge of issues related to disabilities and mental health conditions. Engage in critical reflection of personal practice as a basis for improving performance including taking an active part in peer supervision. 

10. To help students become familiar with University procedures and the range of support mechanisms that are available to them 

11. To adhere to the University’s approach to data protection and to maintain confidentiality and appropriate boundaries, seeking advice if there are any concerns.

12. To meet the requirements of the DSA-QAG Non-Medical Help Quality Assurance Framework, including maintaining accreditation of your professional membership body. 
13. To promote the use of assistive technology wherever appropriate
14. Keep up-to-date with new developments in the sector, particularly in relation to legislation, research, inclusive practice etc and contribute to the development of innovative study skills tutoring
15. Where caseload allows share skills, best practice and knowledge with university staff and groups of students 
16. To create an inclusive environment that welcomes and supports all students
Plus
· Any other duties as may reasonably be required.

· Ensure that the highest standards of professional performance are maintained

· Promote equal opportunities in the work of the department to include a commitment to the International Strategy of the University

· Ensure compliance with relevant legislation and statutory codes of practice, as advised

· Participate in the arrangements for performance review
· Ensure that professional skills are regularly updated through participation in training and development activities

· Ensure all University policies are implemented within the remit of this post
HEALTH & SAFETY
Under the Health & Safety at Work Act 1974, whilst at work, members of staff must take reasonable care for their own health and safety and that of any other person who may be affected by their acts or omissions. 


PERSON SPECIFICATION



POST TITLE:



 Specialist Study Skills Support Tutor SpLD / AS
SCHOOL/ DEPARTMENT:                Specialist Tutoring and Mentoring Team, 


             Student Life
The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 

	REQUIREMENTS

The postholder must be able to demonstrate:
	ESSENTIAL (E)

DESIRABLE (D)

	MEASURED BY:

A     Application form

I      Interview

T/P Test/Presentation

	EDUCATION/TRAINING

(Academic, vocational/professional and other training)

	Degree qualification
	E
	A

	Current membership of a professional organisation as specified by DSA-QAG as being suitable to provide support as part of the Disabled Students Allowance * for Specialist study skills support (SpLD) and or Specialist study skills support (AS)
	E
	A

	Teaching qualification
	D
	A/I

	KNOWLEDGE & EXPERIENCE

(e.g. report writing, office experience, Microsoft office)

	Experience of working with SpLD / AS students in an HE/FE environment on a one to one basis empowering them to become independent learners
	E
	A/I

	Be able to support students with an SpLD / ASD in understanding what is required of them academically at university and employ study skills strategies, as appropriate
	E
	A/I

	Have knowledge and understanding of study skills learning strategies and of their application in a higher education context
	E
	A/I

	Have knowledge and understanding of SpLD / ASD and how these could impact upon a student achieving their academic potential at university
	E
	A/I

	Experience of assisting students to identify study problems and to offer strategies to enable the student to overcome these and complete their work independently
	E
	A/I

	Experience of delivering one-to-one support/guidance and handling issues of a sensitive and confidential nature
	E
	A/I

	Knowledge and understanding of the Disabled Students Allowances process
	E
	A/I

	Knowledge and understanding of relevant legislation e.g. Equality Act, GDPR
	E
	A/I

	Experience of providing timely and effective feedback that ensures further learning and assures academic standards are maintained
	E
	A/I

	Familiarity with specialist assistive technology software and equipment and experience of utilising this to help empower students to develop their academic skills
	E
	A/I

	Experience of working within a multi-disciplinary team and of working across teams
	E
	A/I

	Understanding of how diversity issues may impact on student needs
	E
	A/I

	SKILLS/ATTRIBUTES

(e.g. communication, interpersonal, decision-making, problem-solving, team player, reliable)

	Ability to quickly develop a supportive, professional relationship with students
	E
	A/I

	Ability to be flexible in responding to the needs of students whilst maintaining professional boundaries
	E
	A/I

	Enhanced skills in supporting students with SpLd / ASD to become independent learners
	E
	A/I

	Excellent written and spoken communication skills, active listening and observation skills
	E
	A/I

	Experience of handling confidential and sensitive information and a commitment to issues of confidentiality
	E
	A/I

	Excellent organisational skills and the ability to manage a caseload and associated administrative activities
	E
	A/I

	Ability to keep accurate and detailed records alongside excellent timekeeping
	E
	A/I

	Excellent IT skills - Microsoft Office, databases and web services
	E
	A/I

	Ability to establish and maintain productive working relationships and contribute to the development of a strong team work ethic. This will include building relationships with colleagues across the University
	E
	A/I

	BEHAVIOURS
Behaviours will be tested at interview against the Contribution Framework (available on the recruitment web site under Our Culture & Values - Values & Principles) www.yorksj.ac.uk/values-and-principles

	Leading myself and others

Delivering a great service

Taking a professional approach

Working together as a team


	E

E

E

E
	I

I

I

I

	SPECIAL FEATURES

(e.g. Travel, DBS)

	Requirement to attend team meetings, peer support sessions and internal training to maintain eligibility for provision of DSA funded support 




*For a list of eligible memberships, please refer to the ‘Specialist one-to-one Study Skills and Strategy Support - Specific Learning Difficulties (SpLD) and/or Autism Spectrum Conditions (ASC)’ section of the online document at: 
https://dsa-qag.org.uk/nmh-providers-area/dfe-mandatory-criteria
This is not a comprehensive definition of the post. Postholders are expected to undertake any work that comes with the remit of the post’s main objective. This job description will be kept under review and may be changed at any time subject to consultation with the postholder.




















