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[bookmark: _Hlk155790506]Job Title:		Learning Support Manager  

Department:		Group Education Services

Location: 		Remote with travel required 

Position:		Maternity Cover 12 Months Full Time 

Reporting to:		Head of Student Welfare and Support 


Job Background and Purpose

BPP is looking for a Learning Support Manager on 12-month Maternity Cover Post to join the expanding established Student Support and Welfare Team within BPP Education Services. 
You will play a key role in supporting the Head of Student Welfare and Support in the operational success of the Student Support and Welfare department across its range of activities. You will directly influence and manage a team of Disability Advisors and Administrators and contribute to the implementation of Student Welfare and Support strategy.  You will have oversite and ensure that current students have access to – and engage with support interventions for disability, including mental health and learning difference across the BPP Group. You will have oversite for ensuring that reasonable adjustments are based on the entitlements of students, whilst incorporating consideration of learning and teaching. Ensuring that all information is stored accurately and securely in accordance with GDPR. To lead on and assist with complex disability related issues and support the team generally and respond to escalated complaints in a timely manner. Liaising with other BPP teams as required. To identify and arrange training in disability awareness as required across the BPP Group. You will be expected to participate in regular administrative duties for Learning Support, collating and reporting on pertinent disability data, leading internal and external audits, assisting with invoicing, responding to and allocating student enquiries.
This will involve developing and maintaining a network of support services inside and outside of BPP, ensuring that our students are well supported to achieve their academic goals. You will make a key difference in ensuring our Learning Support provision provides a first in class service that caters to our university and apprenticeship provision, our increasing international demographic, engages with outreach and widening participation activities, and is accessible, inclusive and equal for all learners at BPP. 
Key internal stakeholders for this role to work with include: Admissions; Finance; Student Records; Apprenticeship and University Schools; Quality and Compliance; Learning and Teaching; Marketing; Equality, Diversity and Inclusion; Student Experience, and BPP Students’ Association. Key external relationships include a wide spectrum of employers, including BPP’s client firms and professional bodies.
We take our duty to safeguard our students seriously and the successful candidate will share our passion for this. An enhanced DBS check is required for this role.

Key Responsibilities

1. Line management of Disability Advisors and Administrators including 1-2-1 
2. Line managing a team of Disability Advisors and Administrators who respond and manage Learning Support referrals.
3. To have oversight that all Learning Support interventions (reasonable adjustments) are timely, effective
and appropriate to individual entitlement to promote inclusive practice and student independence, acting as an advocate for students with learning difficulties and/or disabilities.
4. To interview and assess students to identify appropriate reasonable adjustments in accordance
with the Learning Support Policy, learning and teaching and external funding such as Disabled Students Allowances/Govt Apprenticeship funding mechanisms
5. To accurately record student’s entitlements, based on initial assessment, interview, and evidence including external assessment reports
6. Oversee rolling out of learning support processes to the schools and ensuring confidence and competence in this.
7. To liaise with the Learning Support Administrator(s) and ensure that all Learning Support records are accurate and up-to-date and that evidence complies with audit requirements
8. To identify and promote Learning Support strategies and service improvements and to help maintain marketing and promotional material for the Learning Support Service
9. To provide accurate statistical reports to the Head of Student Welfare and Support and other teams
10. To collaborate with external stakeholders and other teams at BPP to ensure reasonable adjustments and inclusive practices are integrated to monitor and report on financial records and report to the Head of Inclusion and Learning Support
11. Supporting the work of Group Education Services, as directed by the Dean, performing from time other such duties that may be consistent with the post.
Candidate Criteria

	
	Essential
	Desirable

	Education and Qualifications
	
	

	Degree-qualified or an equivalent level, relevant professional qualification at degree level
	Yes
	

	Other relevant qualifications/certifications- counselling/MHFA 
	
	          Yes

	Substantial experience of working with individuals with a wide range of learning difficulties and disabilities in an educational setting
	Yes 
	

	Relevant postgraduate qualification
	
	Yes


	Experience and Knowledge
	
	

	Experience of people management/leading a team
	
	Yes

	A detailed understanding of implementing reasonable adjustments in accordance with the Equality Act 2010 in an educational setting
	Yes
	

	Expertise and experience of successfully harnessing technology to 
deliver improvements and efficiencies
	
	

	Knowledge and understanding of referral pathways for vulnerable 
learners and an awareness of relevant government legislation and 
institutional policy to manage such cases of concern (e.g., the 
Prevent duty).
	Yes
	

	Experience of working in a multi-agency team approach, with
the ability to build effective working relationships, partnerships
and referral routes with key internal and external stakeholders
(e.g. GPs, NHS mental health services and third sector support
agencies)
	Yes
	

	An understanding of learning and teaching practices
	          Yes
	

	Familiarity with MS Office an excellent level of IT competency including MS Excel and experience of
educational databases
	Yes
	

	Clear understanding and professional awareness in relation to
data protection/GDPR requirements, dealing with highly confidential information, protection of vulnerable
adults/children and duty of care responsibilities.
	Yes
	

	Excellent written and communication skills, demonstrating an ability to prioritise a diverse workload
experience of working in a team, working with informal authority, customer service experience,
higher/further education experience, working with diverse client groups for professional service delivery
outstanding advocacy, diplomacy and networking skills
	Yes
	

	Experience of understanding, analysing and presenting data related to metrics.
	Yes
	

	Experience with regulation and regulatory inspections; for eg Ofsted, OfS.
	
	Yes

	Experience of delivering interventions, workshops and presenting to 
a variety of audiences at all levels along with experience of 
developing and delivering training.
	Yes
	


	Competencies and Skills
	
	

	Resilient, confident and passionate about improving wellbeing and mental health, with an ability to sustain professional practice with warmth and integrity - especially when under pressure.
	Yes
	

	Able to work autonomously, to take decisions and use professional expertise with appropriate support from colleagues.
	Yes
	

	Self-reflective with an ability to be emotionally intelligent in responding to issues of sensitivity and confidentiality needed escalation and de-escalation.
	Yes
	

	Excellent organisation, problem solving and time management skills, 
with an ability to engage a broad and diverse range of stakeholder 
groups.
	Yes
	

	Understanding of the diverse support needs of the changing learner and academic community, enhancing the overall quality of the student experience and championing the service to others.
	Yes
	

	Excellent attention to detail, with ability to prioritise tasks, work to deadlines, excellent written communication and report writing skills  and ability to see projects through to a successful outcome.
	Yes
	

	Commitment to the on-going need to understand and develop practice that recognises the importance of diversity and inclusion with reference to disability, religion or belief, ethnicity, sex, marital or civil partnership status, sexual orientation and gender identity
	Yes
	

	Excellent digital literacy skills, and competent in a variety of online/digital tools.
	Yes
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