NORTHERN SCHOOL OF CONTEMPORARY DANCE

JOB DESCRIPTION
														

Post:					Learner & Study Skills Support Manager (0.4 FTE)

Reporting to:				Head of Student Support 

Other Working Relationships:	Teaching staff and Student Services

MAIN PURPOSE OF POST:	To coordinate and deliver specialist learner support and academic skills provision for students across NSCD. The postholder will oversee learner support processes from initial screening and assessment, through to the planning, delivery and evaluation of specialist study support for students with Specific Learning Differences (SpLD’s), neurodivergence and disabilities. 

The role also contributes to the development of inclusive learning practices, student retention and institutional compliance with the Equality Act 2010 and Disabled Students' Allowance (DSA) Quality Assurance Framework.
									

RESPONSIBILITIES

· To provide specialist study skills support to students, across a broad spectrum of need, primarily students with Specific Learning Differences (SpLDs), neurodivergence and disabilities.

· To support the Head of Student Support with initial SpLD screening, referrals to further diagnostic assessments and assistance through the Disabled Student Allowance (DSA) application process. This may include support to organise provision of equipment and specialist mentoring.

· To support students to identify strengths and barriers to learning and develop tailored personal support plans and learning strategies, in line with NSCD procedures.

· To assist students with organisation, planning and independent study skills to support their time management, prioritisation and workload management, including managing the transition between studio-based and academic learning environments.

· To assist students in developing strategies for note-taking, reading, research and academic writing, in preparation for assessments and meeting deadlines, encouraging self-advocacy and independent learning.

· To advise students on appropriate assistive technologies and digital learning tools that support independent study.

· To advise on academic writing, structure, and presentation, promoting an understanding of academic integrity and reducing risks associated with academic misconduct

· To support student retention and transition via:

· Working with admissions and the Head of Student Support on strategies to support applicants and new entrants with Specific Learning Differences (SpLDs) and neurodivergence during transition into higher education, and later into employment or postgraduate study. 
· Identifying students at risk of disengagement during their studies, feeding into student review boards as required
· Contributing to retention and progression initiatives. 
· Supporting students with any learner support needs returning from interruption of studies. 
· To remain informed of developments within the area of SpLD, neurodivergence and disability across the HE sector. 
 
· To collaborate with academic staff to embed inclusive teaching practices and reasonable adjustments within teaching, learning and assessment. This may entail delivering student and staff inductions, training sessions and other appropriate network events, ensuring compliance with DSA and Equality Act 2010 requirements.

· To support international students where learning support needs intersect with language and cultural adjustments. 

· To work with the Head of Student Support to: 

· Monitor the effectiveness of academic and learner support provision, including policy and procedural development using specialist knowledge. 
· Collect and analyse learner support data to evaluate service effectiveness and contribute to continuous improvement.
· Review and develop policies and procedures relating to disability, ensuring compliance with DSA requirements, equality legislation and institutional policies.
· Work collaboratively with academic staff to promote inclusive curriculum design and Universal Design for Learning (UDL) principles, reducing barriers to learning for all students.
· Provide information on learner support for reports to NSCD committees.
· Contribute to student support case reviews and multi-disciplinary discussions 
· Deliver workshops on study skills, neurodiversity awareness and academic confidence 
· Develop accessible learning resources and guidance to promote independent learning

· To maintain accurate and up to date student records and in line with NSCD policy and with DSA-QAG framework. 

· To liaise with other departments within student support services to ensure students receive appropriate, holistic support.

· To attend staff committee meetings and student review boards as required.

General 
· To undertake staff development where considered necessary.
· To follow the School’s Code of Practice in matters such as Health and Safety, Equal Opportunities and Safeguarding.
· To support all agreed Quality Assurance Systems within the School.
· Any Other relevant duties that fall within the scope of the post, as allocated by the line manager, in consultation with the post holder.

Person Specification - Learner & Study Skills Support Coordinator 

The person specification describes the skills, experience, knowledge and aptitude required to perform the duties of this post effectively. The criteria order listed should not be taken to imply their relative importance. Paid and unpaid experience may both be relevant.

	
	Essential criteria
	Desirable criteria

	Education/ Qualifications
	· First degree or can demonstrate equivalent experience.
· Appropriate qualifications* to work with students with SpLD’s as listed in the DSA-QAF.
· A postgraduate certificate in teaching students with Dyslexia and other SpLDs or equivalent.
· Professional membership in a professional body listed in the DSA-QAF where required *
· Evidence of attending and engaging with regular CPD.
	· Qualified teacher status or other recognised teaching certificate.
· Additional qualification in a related area.
· APC accreditation.
· Experience within Higher Education. 


	Experience/
Knowledge
	· Professional experience in supporting students with SpLD’s, neurodivergence and/or disabilities in an HE setting.  
· Knowledge of disability legislation, reasonable adjustments and the learning and teaching context of disability support in an HE setting.
· Able to remain calm, think clearly, and act decisively in difficult situations. 
· Able to exhibit pro-active and ‘can do’ attitude regarding supporting both students and colleagues.
· Able to work within confidentiality rules and with discretion.
· Good organisational skills. 
· Excellent written and verbal communication skills.
· Confident in the use of Microsoft 365, virtual learning environments and assistive technologies to support learning.
· Experience of working with students with social, emotional and behavioural difficulties in an HE setting. 
	· Up to date accredited training undertaken on the following areas:
· Confidentiality
· Data Protection 
· Health and Safety
· Lone worker
· Safeguarding 
· Disability awareness
· Experience supporting performing arts students. 
· Understanding of dance, theatre, music or conservatoire education. 
· Knowledge of DSA-funded support provision



	Personal Attributes
	· Able to work independently and as part of the wider team.
· Ability to manage a varied caseload and prioritise competing demands. 
· A commitment to diversity, inclusivity and ethical practice. 
· Affinity with the education and training ethos of NSCD.
· Self-aware of own developmental needs and a willingness to undertake ongoing professional development.
	· An understanding of studio/performance-based practice and related theory.
· Empathy and patience. 
· Strong coaching and mentoring skills. 
· Ability to adapt approaches to individual learning styles. 
· Strong organisational skills. 
· Commitment to equality, diversity and inclusion.

	Safeguarding
	· Commitment to the protection of children and young people.
· Willingness to work within the School’s Child Protection & safeguarding guidance for staff and follow relevant organisational procedures.
· Ability to maintain professional boundaries and confidentiality.
	



*Specialist one-to-one study skills support (SpLD)

Must have professional membership of one of the following:
· PATOSS (full or associate membership)
· BDA (full professional membership)
· ADSHE (professional (QA) membership)
· Dyslexia Guild (member, associate or fellow membership)

Please note that whilst we are looking for someone who has the necessary professional membership listed above, we welcome applications from those who can commit to achieving the necessary professional membership within the 2026/2027 academic year. 




Terms and conditions

Full terms and conditions of employment will be supplied to the successful candidate, but in brief these are:

Place of employment:	NSCD, 98 Chapeltown Road, Leeds LS7 4BH  

Hours of work:	2 days per week, (37 hours full time, pro rata 14.8 hours per week) to be worked flexibly over the year around student need and availability. This may include evening work. 

Remuneration:	£33,447 - £34,268 pro rata from 1 September 2026

Contract:			0.4 FTE (2-year fixed term contract)  

Probationary period:	6 months. 

Leave entitlement:	25 days, plus 8 days bank holidays, pro rata per annum, and up to 3 discretionary days between Christmas and New Year. 

Period of notice:	3 months on either side

Pension:	Local Government Pension Scheme (West Yorkshire Pension Scheme)

Other benefits:	Free on-site car park
	Staff training and development opportunities
Free or reduced-price tickets for Riley Theatre schools’ performances
Health Shield (work-place health cash plan) 

Equal Opportunities
The School is committed to providing non-discriminatory and harassment-free working environment for our employees. All School employees are expected to have due regard for those policies when carrying out their duties. 

Equality, Diversity and Inclusion
NSCD believes that diversity and a diverse workforce is critical to its future development. As an equal opportunities employer we actively encourage interest from suitably qualified and eligible candidates regardless of sex, age, race, cultural background, disability, sexual orientation, gender identity, religion or belief.  

Safeguarding
NSCD follows Safeguarding provision and all staff require a full DBS check. NSCD is committed to safeguarding and promoting the welfare of students and vulnerable adults and expects all staff and volunteers to share in this commitment. 

Health and Safety
All employees will maintain a positive attitude to Health and Safety in carrying out personal responsibilities and co-operate with Health and Safety policy/local rules/codes of practice relating to Health and Safety.	

Environment & Sustainability
Northern School of Contemporary Dance recognises and is aware of its Social, Economic and Environmental responsibilities, the post holder is required to minimise environmental impact in the performance of the role and actively contribute to the delivery of NSCD’s Environment and Sustainability Policy.
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