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JOB DESCRIPTION

Job Title:
Assessor/Trainer: Management Services 
Directorate:


           Teaching and Learning
Area:




SUCH / WBL
Reporting To:


Work Based Learning Manager
Date JD produced/revised:
June 2017


Post Reference No: 

SMT 480
The primary purpose of this job role is to:
1. To assess and expand the provision of Management Services work based learning  within the faculty of SUCH
2. Be responsible for an agreed case load of candidates and provide occupational training and assessment and where appropriate undertaking internal Quality Assurance.   This will take place in a variety of work environments including on site assessments, in the workplace or College.

The primary duties, tasks and responsibilities of this job role are to;

1.
Organise and provide training and support for candidates


1.1 Agree and design programmes in the appropriate area, providing support to 



 candidates to achieve their qualification within agreed timescales

1.2 Prepare learners for assessment in their vocational programme and functional

      skills in English Maths and ICT 

1.3 Action plan and conduct training sessions on company premises on College site

1.4 Provide instruction and training, ensuring training meets standards set by the College

      and the awarding organisation.

       1.5 Prepare packages for training and assessment 
1.6 Actively seek to increase the number of Management candidates
2.
Conduct assessments


2.1 Organise and plan assessment opportunities, using e portfolio, with candidates and employers

2.2 Carry out assessment activities in the required locations


2.3 Ensure fair access to equal opportunities in assessment for all learners

   2.4 Comply with the relevant awarding organisation requirements in all assessment processes


2.5 Support candidates in completing portfolios of work, including electronic portfolios

2.7 Present candidates work for Quality Assurance when required


2.8 Complete the appropriate documentation when candidates successfully complete the qualification.

       2.9  Liaise with College and workplace internal verifiers to maintain quality systems in line with Awarding Organisation and college requirements.
.
3.     Carry out administrative requirements in line with the contract

3.1 Enrol candidates in line with the College procedures.

 3.2 Ensure candidates are registered with the appropriate awarding organisation within 10 weeks of start date. 

3.3 Maintain individual records in both written and computer generated database formats 

      to support the programme.

3.4 Maintain accurate records for all candidates
3.5 Collect feedback from learners

3.6 Provide work based learning manager with records of learners’ progress

3.7 Complete the appropriate documentation when candidates withdraw from the 


  programme.

3.8 Maintain a diary sheet of visits to the company. 

3.9 Ensure documentation relating to records required for audit and inspection purposes

      are accurately maintained
3.10 Attend meetings as appropriate. 

4.
Comply with Health and Safety requirements


4.1 Know and abide by the Health and Safety rules within the College and company

  premises and be aware of good practice in the working environment.

4.2 Ensure that candidates work in a safe manner and that they do not endanger the

  
  safety of others

5.
Professional Development


5.1 Maintain and update your own knowledge and skills (CPD) in line with awarding

  organisation requirements


5.2 Undertake training identified as relevant to the position


5.3 Lead by example to maintain a high standard of professionalism

6.     Business Development 

        6.1 Regular communication with clients to maintain good relationships.

        6.2 Further develop links with regular contacts and promote new business as  

               Appropriate

        6.3 Act as a conduit between employers and the College ensuring that all business 

              leads are referred to the appropriate College nominee.

6.4 Recruit new candidates as agreed with Line Manager.

7. Internal Quality Assurance (IQA)
An Assessor who holds their IQA qualification or a Full time IQA will be expected to undertake the following Quality Assurance duties: 

· Create internal Quality Assurance (IQA) strategies that reflect the College’s IQA policies.

· Observe, and support Assessors.

· Hold standardisation meetings.

· Work with Lead Internal Quality Assurer and WBL manager to identify smarter ways of assessing.

8.     Other Duties

8.1 To actively advance equality of opportunity; promoting British Values and foster good relations within the College community.
8.2 To adhere to College equal opportunities policies, procedures and practices. 

8.3 Undertake such other duties as may be required commensurate with the grade, at the  
 initial place of work or at any other College site, as may be requested of you by your 

  line manager at your initial place of work or at any other premises which the   

  Corporation currently has or may subsequently acquire.
Special conditions or working arrangements applicable to this role are;

This post is defined as regulated activity. The post holder is required to hold an enhanced DBS disclosure check deemed acceptable to the College and to be re-checked every 4 years.

The College is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all employees and volunteers to share this commitment.

Please note that this job description is current as at the date shown above.  In consultation with you, it is liable to change to reflect changes in the job.

	Terms and Conditions


	Details

	Salary Scale


	APT&C Scale 6 (dependent on skills & experience) 


	Salary: (to be pro rated if part-time)


	£23,282 - £24,847 p.a.

	Superannuation Scheme:
	Local Government Pension Scheme



	Number of hours to be worked per week


	37 hours

	Full year or term time only contract


	Full year

	Contract type


	Permanent

	Annual Leave Entitlement 


	25 days per annum (pro rata if part time)


EMPLOYEE PROFILE

	ATTRIBUTES
	ESSENTIAL

ATTRIBUTES CANDIDATES MUST HAVE ON ENTERING THE ROLE


	ADDITIONAL

KEY ATTRIBUTES ALREADY HELD OR TO BE DEVELOPED TO PERFORM  THE ROLE
	ASSESSMENT METHOD

e.g. application form, interview, tests



	Qualifications


	Level 3 qualification with equivalent recent Health and Social Care experience to Level 3 or higher
TAQA Assessor award, A1 Assessor Awards (D32/D33) with any relevant updates
	V1 Award (D34 )
Trainer qualifications
	Application form

Certificates

	Related 

Experience


	Recent HSC and Assessing experience and continuous employment working in the relevant industry 

Experience of conducting Diploma/NVQ assessments and portfolio building
	Experience of working in a Further Education environment
	Application Form/ Interview/
References 

	Special  

Circumstances
	The work may include evening, weekend and summer holiday periods

Ability to carry out extensive travel
To undertake relevant apprenticeship programmes where eligible. 


	The postholder will be expected to complete a set number of assessments within each period. Details of these will be advised by the line manager.
	Interview

	Knowledge, skills and abilities
	Willingness to undertake further training / qualification/s as required

Good team player

Good communication and interpersonal skills

Good record keeping and time keeping skills


	
	Interview/ References



	Disposition and approach


	Highly motivated

To promote and safeguard the welfare of children and vulnerable Adults. 

Commitment to equality & diversity 
	
	Interview/ References


