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Leeds City College

Job Description

Job Title: Service Support Assistant

Location: Leeds City College Printworks Campus
Salary: Grade LC3

Reports to: Service Support Manager

Staff responsibilities: None

Working hours: 37 hours

Probation period: 6 months

Special conditions of the post:

Weekend working may be required

Safeguarding:

All posts are subject to an enhanced Disclosure and Barring
Service check.

Date of compilation:

December 2019

CORE RESPONSIBILITIES:

1. Support the Service Support Manager in all aspects, ensuring the support service is
delivered effectively across the department and delivery sites in line with curriculum
requirements and provide a high level of customer service support to all LCC
stakeholders on a day-to-day basis.

2. Effective implementation of all systems and processes to support the delivery of high
guality learning programmes at site(s) with specialist vocational delivery within area

of responsibility.

3. To maintain a smooth operation of salons, dispensary and reception areas

4. To assess students on reception and sales and services units as and when required

DEPARTMENTAL RESPONSIBILITIES:

1. To accept delivery of goods and materials, to assist in maintaining incoming stock
records, and store supplies at designated site.




2. To assist in maintain a stock inventory and carry out stock audits as identified by the
Service Support Manager.

3. To assist in maintaining a system of stock control and product pricing as directed by
the Service Support Manager.

4. To assist in ordering stock in accordance with financial regulations as directed by the
Service Support Manager.

5. To implement planned duty rotas as directed by the Service Support Manager.

6. To organise and oversee with appropriate persons for repairs and maintenance of
facilities and equipment as required.

7. To demonstrate health and safety practices and support with risk assessments on
facilities and equipment used and COSSH reports for all products purchased.

8. To collect and receipt all monies in relation to salon services and sales in accordance
with College financial regulations and provide a banking service for any monies taken
during salon sessions.

9. To prepare, clean, check and dispense all equipment for use by staff and students,
ensuring the safe storage and security of all equipment and products.

10. To ensure that salons, classrooms, resource rooms and dispensary are safe, clean
and tidy.

11. To support teaching staff to review and facilitate continuous product, materials and
technical support during teaching sessions by ensuring that equipment and materials
are changed/replenished as required.

12. To facilitate/attend and contribute to all appropriate team meetings, open evenings
etc.

13. To provide a high level of customer service to all LCC stakeholders.

14. To assess learners as required within the Hair and Beauty Salon/Reception areas as
directed by the Service Support Manager/HoD/DHoD.

15. To oversee student work experience activity in work areas e.g. dispensary/reception
to ensure compliance and safe working practices.

16. To assemble and facilitate the use of equipment within the capability of post.

17. To oversee and contribute to the maintenance of an efficient laundry service and
recording of laundry servicing for other departments.

18. To ensure the effective operation of the salon reception area including liaison with
teaching colleagues to ensure the availability of models as required.

COLLEGE RESPONSIBILITIES:

Maintain and update knowledge of the subject/professional area and co-operate in any staff
development activities required to effectively carry out the duties of the post and to
participate in review and development schemes.

Comply with college safeguarding procedures, including the promotion of the welfare of
children and vulnerable adults studying at the college and commitment to the college child
protection policy.

Comply with all college policies and procedures

Reflect on and maintain knowledge of educational/professional research to develop
evidence-based practice

Act with honesty and integrity to maintain high standards of ethics and professional
standards.



Manage and promote restorative practice approaches and the strengthening of relationships.
Comply with all legislative and regulatory requirements.
Promote a positive image of the college.

Embody the college values: Collaborative; Inspiring; Passionate; Aspirational; Celebrate
Individuality; Respectful

Any other duties commensurate with the level of the post, which may be required from time
to time.

Job Description

Compiled By: Leeds City College

Compilation Date: | December 2019
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Leeds City College

Person Specification

Job Title:

Service Support Assistant

Department

School of Hair, Beauty and Media Makeup

The specific qualifications, experience, skills and values that are required for the role are
outlined below. You should demonstrate your ability to meet these requirements by providing
clear and concise examples on the application form. Each criteria is marked with whether it an
essential or desirable requirement and at which point in the recruitment process it will be

assessed.

Methods of Assessment:

A = Application Form, | = Interview, T = Test or Assessment, P = Presentation,
C = Certificate, MT = Micro Teach

Qualifications

and Attainments

beauty industry.

Essential (E) Criteria Method of

Desirable (D) assessment

E Q1. Level 2 Literacy and Numeracy or equivalent | A/C

E Q2. Educated to Level 2 within one of the A/C
technical areas.

E Q3. Assessor Award or willing to work towards A/IC

D Q4. First Aid Qualification. A/C

Experience and Knowledge

Essential (E) Criteria Method of

Desirable (D) assessment

E EK1. Experience of working within the hair and All




E EK2. Experience of working as part of a team All
E EKS. Experience of providing an effective All
service support.
E EK4. Experience of implementing effective Health | A/
and Safety policy and practice.
Skills and Competencies
Essential (E) Criteria Method of
Desirable (D) assessment
E SC1. Ability to work and communicate All
effectively with management, staff, students and
clients.
E SC2. To be flexible with ability to prioritise and A/l
schedule workloads.
E SC3. Excellent organisational and coordination All
skills.
E SC4. To use, maintain and demonstrate All
equipment and materials in the area.
E SC5. Good IT skills. All
E SC6. Assess students on reception units. A/l
Behavioural, Values and Ethos
Essential (E) Criteria Method of
Desirable (D) assessment

E B1. Support and promotion of equality, diversity I
and inclusion

E B2. Promotion of a safe environment for children, | |
young people and vulnerable adults to learn in

E B3. Commitment to the PREVENT agenda I

E B4. Commitment to professional standards I

E B5. Commitment to restorative practice I

approaches




