NUNEATON & BEDWORTH LEISURE TRUST

ROLE DESCRIPTION

	Role Title:


	Alternative Provision of Education (APE) Teaching Assistant

	Primary Location: 


	Wheat Street

	Responsible to:
	Schools and Sporting Services Manager



JOB PURPOSE

	1.

	To deliver APE activities and supervise, mentor and motive student to achieve their full potential.



	2.

	To help grow NBLT’s APE services, in the number of schools, subjects and students.

	3.
	To assist Community Services Manager and Sport Coaches wherever required.


	NBLT STANDARDS

All employees are required to apply the NBLT standards in their role.

1.

To assist in delivering NBLT’s Business Plan and performance targets.

2.

To adhere to all NBLT policies and operating procedures. 

3.

To assist in fostering a creative and open environment within the Trust, where employees feel supported, involved and consulted sharing information with others, showing mutual respect.

4.

To respond positively to change, trying out new ideas, where possible making use of the technology available to improve service delivery.

5.

To ensure that the highest level of customer service is provided and that customer satisfaction is maintained.  This includes:

(a) (a) Treat customers better than they would expect to be treated themselves;

(b) Always approach the customer in a friendly and professional manner.  Welcome them with a smile; be helpful and informative;

(c) Ensure you, your area and your site are always presentable.

6.

As well as point 5 above, to act at all times in accordance with the Standards for your particular area of work.

7.

To carry out all the work within the spirit and intention of equal opportunities.

8.

To work in accordance with the Health and Safety at Work etc. Act 1974.

9.

To undertake personal development commensurate with the duties and responsibilities and development of the role.


	


KEY RESPONSIBILITIES AND ACCOUNTABILITIES – APE

	1

	To be responsible for APE students during lessons ensuring they are completing work and meeting deadlines.

		
	2

	To supervise, mentor, develop and motivate students so they achieve their qualifications.
		
	3
5
	Ensure the effective delivery, marking, assessments and internal moderation of ASDAN qualifications including Short Course, Award of Personal Effectiveness and Certificate of Personal Effectiveness.

To ensure all student registration is undertaken including Pupil Information Form, starter checklists, producing confirmation letters, invoices, daily assessment sheets and Taxi log.
		
	6
	Actively promote the work and image of NBLT by always maintaining high standards of personal appearance and adopting a friendly professional approach to the public.

		
	7
	Assist Sport Coaches where required and do all tasks as requested by the Community Services Manager.
		
				
				

	    

	SPECIAL CONDITIONS:

1. Subject to an Enhanced DBS check and update service subscription
2. Required to attend staff training sessions where appropriate.

	

	PREPARED BY:

Community Services Manager
DATE PREPARED:

March 2023
AGREED BY POSTHOLDER:




Review Arrangements

The details contained in this role description reflect the content of the role at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, NBLT will expect to review this role description from time to time and will consult with the post-holder at the appropriate time.

