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QUALITY ASSURANCE CO-ORDINATOR – CONSTRUCTION, CARPENTRY & JOINERY (Eastbourne campus)
Further Details
This is an exciting opportunity to join the high performing team in our Construction Carpentry & Joinery department at Eastbourne. We are seeking an enthusiastic individual to co-ordinate apprenticeships, develop our e-portfolio systems and carry out work-based assessments for Construction C & J apprentices.

The applicant will have excellent communication skills, significant industrial experience, NVQ Level 3 (or equivalent) in Carpentry, and appropriate ICT skills.

You will be required to support and assess students studying on Carpentry & Joinery apprenticeships, part time and full time courses. This will mean developing relationships with employers, motivating timely completion of apprenticeship criteria, carrying out on-site assessments and ensuring employers' and apprentices' experiences are outstanding in terms of development and achievements.

A clean driving licence and access to or use of transport are essential as the successful candidate will need to work across the county.

This post is subject to a DBS check.

Support Staff Terms & Conditions 
The College is committed to safeguarding and promoting the welfare of all or our learners and expects staff to share this commitment.  If appointed to a post where you will be working with children, young people or vulnerable adults, you will be required to complete an enhanced criminal record check via the Disclosure & Barring Service (DBS) which will need to be approved by the College before we can fully confirm any appointment. 

In addition, all offers of employment are subject to satisfactory references, health checks, qualifications and immigration status being satisfied.

The terms and conditions that are specific to this post are provided below:

Salary & Hours
£26,040 to £27,624 per annum within grade I of the Support Staff scale.
Probation

All new Support Staff employees are subject to a 6-month probationary period.

Performance Management 

All employees at the College benefit from an annual appraisal process which involves the achievement of yearly operational targets agreed between you and your manager.

Annual Leave Entitlement for Support Staff 

Holiday entitlement accrues from start date, pro rata to the number of full months completed and is pro rata for part time staff.  The holiday year runs from 1st September to 31st August, with entitlement increasing with service dependant on start date prior to commencement of the holiday year as detailed below:

	Support Staff (Grades A – G)
	Support Staff

(Grade H and above)

	26 days on joining
	28 days on joining

	31 days after 5 years’ service
	31 days after 5 years’ service


Holidays are generally taken during student closure periods but may vary according to the needs of the individual area.  The College reserves the right to take up to 5 days holiday per year at times of closure, which is normally over the Christmas period. For term-time only (part year) staff payment for annual leave entitlement is included within the monthly salary.

Working Hours for Support Staff 


Normal full time working hours are 37.  Part time staff will have hours specified on their job description.  Lunch breaks are unpaid and all staff working more than 4 hours per day are encouraged to take a minimum break of 30 minutes.
Any additional hours worked must be agreed in advance and are usually recompensed by time off in lieu (TOIL).
Notice Period for Support Staff 

Further to completion of the probationary period, the notice period is one month on either side for staff on Support Grades A to H and 2 months on either side for staff on Support Grades I-M.
Further Information
Completed application forms should be returned to the HR office at the College                     or e-mailed to: LewesHR@sussexdowns.ac.uk
The closing date for this post is Monday 5th December 2016 (by noon) and information about the interviews will be sent to the shortlisted candidates.

