CTK Emmanuel
Blackheath, SE13 5GE

We are keen to appoint an enthusiastic LRC Study Assistant with a genuine passion in supporting students to achieve
their full potential. Join us at Emmanuel where you’ll be central to our mission to help London’s most ambitious
students achieve success.

LRC Study Assistant, part-time, 40 weeks pa, 15 hours per week
Start Date: September 2022
Salary range: £22,729 to £23,464 (inclusive of London Weighting), pro rata
Actual salary range: £8,374.69 to £8,645.51
CTK Emmanuel is part of the Christ the King Sixth Forms group of three highly successful Catholic sixth forms located
in south east London and Kent. As a professional centre for excellence, CTK Emmanuel offers Applied Technical
Qualifications, equivalent to three A Levels, and highly specialised routes to university. Located on the Blackheath
borders with excellent transport links, CTK Emmanuel students aspire to be the best and to reach the top in their
chosen ambitions.
We are looking for an outstanding candidate to take on the well-established role of Study Assistant.
Study Assistants are responsible for the effective functioning of the Learning Resources Centre (LRC) by
maintaining a silent, independent, working environment for students whilst facilitating access to a range of
learning resources and information.
The working week is 15 hours per week (Thursday and Friday) for 40 weeks per year.
Join us to be inspired, be extraordinary, and be the best you can be.
For an application form and further details, please visit the vacancies page of our website
https://www.ctk.ac.uk/vacancies/
Christ the King Sixth Forms is committed to equality, diversity and inclusivity. We encourage applicants from all
sectors of the community and are especially keen to encourage candidates from under-represented groups to apply.
If you have any queries, please contact us at recruitment@ctksfc.ac.uk or 02082979433.
Closing Date: 10am on Thursday 7th July 2022
Interviews will be arranged as applications arrive.
Christ the King Sixth Forms is committed to the safeguarding and welfare of young people. An enhanced DBS check will be undertaken for the
successful applicant along with appropriate child protection screening, as per safer recruitment guidelines.

Job Description and Person Specification
Title Post:

Learning Resource Centre Study Assistant

Responsible to:

LRC Co-ordinator

Job Purpose:

To provide highly efficient support to students wherever it may be required. This will
primarily involve providing support to students and managing them in the Learning
Resources Centre (LRC). Study Assistants may at times be required to work
individually and may be asked to cover lessons in a teacher’s absence.

The main activities and responsibilities are to:
1.1

Work in the LRC supporting students in their studies. This will include:
• Managing students and ensuring the LRC maintains a silent, independent, working environment.
• Operating the Library Management System for the acquisition, processing and cataloguing of books.
• Undertaking Help Desk and administrative duties.
• Carrying out general LRC tasks including stock replenishment and shelf-tidying.
• Enabling students and staff to make effective use of print-based and electronic information sources.
• Preparing books and resources for student use.
• Supporting and developing the use of Internet and on-line resources.

1.2 Work in LRC group study rooms (where available) supporting students in their studies. This will include:
• Managing students and ensuring group study rooms maintain a purposeful working environment.
• Assisting students with their study skills.
• Preparing materials and resources to support student in their studies.
1.3

Provide lesson cover where teachers are absent. This will include:
• Managing students and ensuring classes maintain a purposeful working environment.
• Taking a class register.
• Communicating what work has been set by the teacher and collecting the work at the end of the lesson.
• Supporting students in their studies.

1.4

Preparing and delivering staff and student workshops.

1.5

Preparing and delivering student induction sessions.

1.6

Preparing and delivering IT and information skills sessions to students.

1.7

Liaising with teachers to pro-actively support curriculum delivery.

1.8

Act as a study services champion, to promote and co-ordinate study services across the curriculum.

1.9

To undertake other tasks as and when required by the Executive Principal after due consultation.

This job description may not necessarily be a comprehensive description of the post. It may be reviewed and subject
to modification or amendment at any time after consultation with the post holder.

2

Person Specification/Selection Criteria

The post-holder will be expected to demonstrate the following attributes:
2.1

An understanding of, and support for, the Catholic ethos of the Sixth Forms.

2.2

A minimum of two A Levels or equivalent.

2.3

The ability to guide and manage individuals and groups of students.

2.4

The ability to work independently and to show to initiative.

2.5

The ability to work collaboratively and to be an excellent team player.

2.6

Reliability and stamina.

2.7

A knowledge and understanding of IT and applications with regards to student study. Microsoft Office and
Office 365 applications such as Word, Excel, Teams, SharePoint.

2.8

Excellent organisational skills.

2.9

Awareness of the study needs and requirements of 16-19 students and the ability to work positively and
proactively with students in this age range.

2.10 The ability to communicate effectively with both students and staff and to maintain positive working
relationships.
2.11 A commitment to Equal Opportunities and the ability to contribute to the implementation of the relevant Sixth
Forms policies through the duties of the post.

