
 
 

JOB DESCRIPTION 
 

Position Title:  Learning Specialist (LS) 
 
Date/Revision: January 2021 
  
Employment Category:  Regular Full-Time, Exempt    Reports to:  Founder & Principal 
 
Position Summary:   
 

This position is a support and leadership role at Focus Collegiate (FC) and is defined by the mission, vision, and 
approach of the organization. The Learning Specialist is responsible for providing skills-based strategies and 
academic support to students enrolled in their College with the support of FC. The LS is responsible for 
academic progress monitoring and learning skills assessment of each student. Additionally, the LS consults 
with the FC team on student academic needs and also collaborates with college accessibility offices. 
 
Desired Qualifications for Knowledge/Experience: 
 

1. A graduate degree in teaching, special education, learning disabilities, or a related field. At least 3 
years’ post graduate experience working with students with learning differences. 

2. Experience working in a post-secondary setting with college students. 
3. Demonstrated leadership ability and capacity to delegate responsibility when appropriate. 
4. Ability to relate to diverse internal and external stakeholders including students, parents and families, 

our staff, service providers, and community members. 
5. Experience using and deploying assistive technology at the collegiate level. 
6. Excellent boundaries and ability to maintain professional relationships with young adult clients.  
7. Professional tutoring and post-secondary teaching experience is a plus. 
8. Willingness to work in an interdisciplinary fashion when strategy is outside area of expertise.  
9. Non-reactive approach to service work, flexibility in thinking, willingness to have fun. 
10. Proven abilities in trouble-shooting complicated student relationships. 
11. Experience with parent communication, support, and management.  
12. Must possess a value system consistent with that of Focus Collegiate displaying caring, respect, 

resilience, and a willingness to adapt to and lead change. 
13. Demonstrated ability to work independently and as a team. 
14. Excellent oral and written communication skills. 

 
Essential Duties:  
 

1. Monitor the academic progress and skill building for 15 students enrolled at FC. This includes, but is 
not limited to, reviewing assessments, conducting support sessions with students, collaboration with 
student on engaging Course Management Systems, and working collaboratively with the student’s 
team to support a thoughtful, realistic, and meaningful experience. 
 



2. Monitor and manage the various academic activities related to a student’s schedule. This includes, but 
not limited to, class attendance, on (or off) campus tutoring, in-person meetings or communicating 
with professors, checking e-mail, etc. 
 

3. Be familiar with campuses, accessibility services offices, and other on-campus academic supports and 
the documentation requirements for disability services. Understanding the benefits and drawbacks to 
self-identification for disability services and the need for appropriate self-advocacy in the 
postsecondary setting. 
 

4. Provide writing support and subject area tutoring (or manage external expert tutors).  
 

5. Work with students to increase their ability to access supports and services on campus and in the 
community.  
 

6. Help students to develop compensatory learning and study skills and teach organizational strategies, 
study strategies, reading and writing skills. 
 

7. Update student files in the database and thoroughly document student activities and support. 
 

8. Maintain weekly schedule that allows for flexibility and ability to triage activities with students when 
necessary. Be available to provide technological prompting and to receive in-bound requests for 
support. 
 

9. Attend weekly staff meetings and daily process meetings and provide timely and relevant updates to 
the FC team. 
 

10. Collaborate with Collegiate Life Coordinators and Learning Specialists ensuring team cohesion, even 
distribution of labor, and unified decision making. 

 
WORKING CONDITIONS:  
 
Internal - Work is normally performed in climate controlled co-working office environment, where exposure to 
conditions of extreme heat/cold, poor ventilation, fumes and gases is very limited. Noise level is moderate and 
includes sounds of normal office equipment (people, computers, telephones, etc.).  No known environmental 
hazards are encountered in normal performance of job duties. Work can also be performed in employee’s home 
environment.  
 
External – Local travel is required often by public transportation.  Work outside the office normally takes place 
in similar office environments, although occasionally work may include classroom, conference rooms, or other 
on-campus environments. 
 
PHYSICAL DEMANDS:  
 
Work involves standing and walking for brief periods of time, but most duties are performed from a seated 
position.  There is potential for eyestrain from reading detailed materials and computer work.  Deadlines, 
workloads during peak periods and changing priorities may cause increased stress levels. Work normally 
requires finger dexterity and eye-hand coordination to operate computer keyboards at a moderate skill level. 
Repetitive motion injuries may occur.  Company will provide adaptive devices as needed. 


