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	Title:  Learning Mentor – Business 
Reporting to:  Curriculum Manager
Base: The Roundhouse

	Hours                               25.9 hours per week, 52 weeks per year
Contract Type                 Support
Holidays                          20 days per year subject to service increases (5 days increase after 5 years); plus 6 College closure days per year where applicable and 8 statutory days pro rata
Salary                              £27,765 per annum pro rata, actual salary £19,436 per annum

	Job Purpose

To improve the student experience by providing responsive and professional mentoring support to students in a vocational learning environment.
   

	Key Responsibilities

· Provide mentoring support to students using effective practices to remove barriers to learning.
· Work with the Study Programme course teams, and other College services to develop and deliver a programme of academic support to help students with their academic skills.
· To use mentoring techniques with students in one to one, group, and class settings to support them in achieving higher levels of excellence in vocational and academic work.
· Support students to help them settle into their study, and to progress effectively through a review of their academic progress and engagement on a regular basis.
· Plan personal mentoring programmes for individuals and groups.
· Assist, advise and guide students in developing achievable and meaningful goals.
· Support the development of knowledge skills and behaviours, particularly in applying theoretical learning to practical work environments.
· Collaborate closely with workplace colleagues, other ETS professionals, employers and/or HR to plan and implement structured and meaningful learning and work experience to enable students achieve their potential.
· Work collaboratively with students in the classroom, using effective questioning, listening and assertiveness skills.
· Liaise with colleagues to facilitate formative and summative assessment of students’ skills and knowledge.
· Keep informed of issues impacting on student wellbeing and progression and understand how to provide valid evidence of progress and achievement.
· Promote an ethos of motivation, aspiration, and a passion for learning.
· Give practical, technical and/or pastoral support and guidance where required.
· Carry out interviews with prospective students.
· Track attendance and progress of students and provide evidence and refer issues where appropriate.
· Maintain appropriate student records, complying with quality, confidentiality, and data protection requirements.
· Continually develop and improve the mentoring programme to meet the needs of the students. 
· Perform and assist with general administration duties and associated auditable tasks.
· Maintain discretion and confidentiality throughout
· Work always to ethical and legal standards and within professional boundaries.
· Have an awareness of safeguarding risks and channels for reporting concerns.
· Value equality and diversity and work with others to improve equality of opportunity and inclusion.
· Demonstrate, encourage, and expect mutual respect in all professional contexts.
· To provide a professional customer service to both internal and external customers
· To ensure that quality standards are set, monitored, and reviewed within the section.
· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.
· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.

	Person Specification 

	Competencies

Essential
· Strong vocational and pastoral advice and guidance skills.
· Excellent communication, listening and collaboration skills.
· Ability to build positive, supportive relationships with young people.
· Effective time management and ability to prioritise workload.
· Ability to work independently, proactively and use initiative.
· Able to work well under pressure.
· IT literate.
· Accurate and professional record‑keeping, with a commitment to confidentiality.
· Strong interviewing skills.


	Knowledge & Experience

Essential 
· Knowledge developmental needs, and how to create action plans to support academic or vocational progress
· Understanding of emotional, social, and behavioural barriers to learning.
· Experience working with children or young people, often within an educational setting.
· 

	Qualifications - You are required to provide valid certificates as proof of all qualifications

Essential
· Level 2 English (GCSE or equivalent)
· Level 2 Maths (GCSE or equivalent)
· Business qualification at Level 4 or above
Desirable
· Evidence of recent CPD
· Experience of working in a learning and teaching environment
· Coaching and / or mentoring qualification
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