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JOB DESCRIPTION

Job Title:

Student Supervisor
Location:
Cross Campus as required
Responsible to:
LRC Supervisor
Hours of Work:
10.30am – 1.45pm Monday to Friday Term Time Only
____________________________________________________________________
Main Function of the Post:

Regular maintenance of the learning resources and study areas, provision of frontline support to students, supervising students in study areas individually and in groups.  This is a role that involves supervising students as they work independently, or as a group if a member of staff is absent. It is a role that involves proactively developing a work culture on the upper floors on both campuses. (It is not an LRC supervisor role nor a librarian one, though it could involve duties previously associated with both roles)
Responsibilities and Duties:
· To ensure the Learning Resource Centres are kept in a tidy state are prepared for all student enquiries and assisting students and staff whilst using the services.

· To supervise students using all study areas and ensure that appropriate disciplinary standards are maintained 

· To assist students with the use of careers and library resources and facilitate and support the careers function within the College.
· To carry out all administrative duties related to the distribution and return of library books
· To facilitate the application of IT skills and to be responsible for answering enquiries from staff and students with regard to flexible learning materials or computer software.

· Development of resources for the area, including software packages which may facilitate students’ learning

· To solve any basic problems with the computer system. Identifying and reporting hardware and software problems to the IT Technician
· Any other duties which may reasonably be added.
· Due to the nature of this position, there will be a requirement for the post-holder to hold a first aid certificate.
NB - The work of the College is characterised by peaks in demand for annual activities e.g. enrolment. The holder of this post (together with other support staff) is expected to assist in these activities from time to time whether or not they are part of their normal day to day duties.
Bolton Sixth Form College is committed to safeguarding children and promoting the welfare of children, young people and vulnerable adults and expects all members of staff and volunteers to share this commitment. 
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