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NEWCASTLE AND STAFFORD COLLEGES GROUP 
JOB DESCRIPTION 
ASSESSOR / INSTRUCTOR IN ELECTRICAL INSTALLATION
Salary: Up to £28,763
	Responsible to: 
	Curriculum Manager of Construction & Engineering.

	Responsible for:
	The assessment and training on a range of NVQs Apprenticeships and bespoke training and the associated administrative responsibilities.



The specific duties of the post holder are:

1. To develop, maintain and account manage relationships with local employers who express an interest in NVQs, Apprenticeships and work-related programmes.

2. To screen all such potential employers to ensure they have a clear understanding of the obligations in respect of apprentices and at the same time complete appropriate paperwork.

3. To ensure that all employers are able to offer sufficient opportunities for apprentices to develop their skills and demonstrate their competency in all areas. 

4. To take an active part in the recruitment of new apprentices through contact with local employers.  You will be responsible for securing a caseload sufficient to hit your targets.

5. To complete on-site assessments in compliance with awarding body standards and to monitor progress of apprentices following Advanced Electro-technical qualifications, ensuring up to date records are maintained.

6. To complete all required information under the projects to include Initial Assessment and Individual Learning Plan for each apprentices and to regularly review progress against this with the beneficiary and his/her workplace supervisor to ensure that they remain on track for the completion of their programme and to discuss and resolve any barriers to this.

7. To ensure that all apprentices receive an initial diagnostic assessment.

8. To work as part of the College based programme team to deliver the necessary underpinning knowledge to enable beneficiaries to demonstrate competence in the workplace.

9. To ensure that you achieve all targets within the agreed timescale.  The Business Development Manager will be responsible for all target setting.

10. To ensure that comprehensive, accurate and up to date records are maintained on the progress of all apprentices.
11. To contribute to course review, undertake internal verification and contribute to self-assessment procedures within the area as appropriate.

12. To be aware of, and comply with any security measures within the area.

13. To promote high standards of health and safety and implement the Colleges’ health and safety procedures.

14. To undertake all other duties that are appropriate to the role and may be required from time to time.

15. Has a willingness to undertake and promote continuous professional development.

Person Specification:

	To be a person who:


	Essential / Desirable?
	Method of Assessment (Application, Interview, Test)

	1. Holds appropriate qualifications to level 3 along with experience in the electrical installation industry.

	E
	A,I,T

	2. holds or willing to work towards the appropriate assessor’s qualifications (TAQA Level 3, progressing on to TAQA Level 4.

	E
	A

	3. holds or is willing to work towards a recognised teaching qualification – PGCE (PCET)

	E
	A,I

	4. holds English & Maths GCSE or equivalent


	E
	A,I,T

	5. is an effective communicator, able to deal successfully with all levels of management, beneficiaries, tutors and employers.

	E
	A, I

	6. is conversant with current assessment procedures and able to assess up to NVQ Level 3.

	D
	A, I

	7. holds a current driving licence and has access to their own car.

	E
	A,I

	8. has used Smart Assessor software

	D
	A,I

	9. has an understanding of equal opportunities and a positive attitude towards them.


	E
	A,I

	10. has an understanding of their responsibilities relating to the safeguarding of young people and vulnerable adults.

	E
	A,I

	11. be aware of and maintain compliance with requirements relating to Health and Safety.


	D
	A,I

	12. has a willingness to undertake and promote continuous professional development.


	E
	A,I


Salary and Conditions

All staff are employees of the College Corporation who determine conditions of service in negotiation with recognised trade unions.

The salary will be up to £28,763 per annum (Minimum salary point for staff holding a DTTLS/ Cert. Ed. / PGCE or holding TAQA Level 4 £26,030 to £28,763). The salary is payable on the 27th of each calendar month, or the last working day before by direct credit transfer into a bank/building society of your choice.

The post is pensionable and deductions are made from your salary. Appointments are provisional until medical clearance is obtained, and this may require the person appointed to pass a medical examination. 

It is the policy of the College to approach referees of candidates short-listed for interview if consent has been given on the application form.  It is also College policy to approach a candidate’s current or most recent employer for a reference.  Where the candidate is working in the education sector a reference will be sought from the appropriate Principal, Head teacher or Vice Chancellor.  The appointment is subject to satisfactory references and appropriate checks with the Disclosure and Barring Service together with a probationary period of six months.

The hours of duty are 37 hours per five-day week.  Annual holiday entitlement will be 25 days per year pro-rata rising to 30 days after 5 years service, plus bank holidays and other statutory holidays. Holidays are normally taken out of term time.

Applicants are required to disclose in writing if they are related to any senior member of the corporation.
