WIRRAL METROPOLITAN COLLEGE

JOB DESCRIPTION

	JOB TITLE: 
Trainer Assessor 
	DEPARTMENT/AREA: 
Faculty of Employer Services
	POST REF:   RQ528

	RESPONSIBLE TO:

Apprenticeship Manager 
	JOB FAMILY:  Teaching and Training
GRADE:  6
HSP RANGE: H21 – H26
SALARY RANGE: £22,626 – £26,217 pa


	MAIN CONTACTS:

Apprenticeship Manager

Deputy Apprenticeship Manager 
Assistant Principal – Employer Services 
Employer Services team, Curriculum staff and students

Employers, employees and external partners 


	MAIN PURPOSE OF ROLE: To provide high quality, flexible training, learning, advice and assessment to students on Work Based Learning programmes in the workplace or college sites. You will assist in the identification of potential candidates. You will be responsible for training, assessing and action planning for a caseload of candidates and be involved in the quality assurance of programmes.  You will identify training needs and agree delivery plans with candidates/employers, delivering timely frameworks/standards associated with your sector.


Main Duties and Responsibilities:
1. To train, support and assess students on workplace programmes to deliver high quality outcomes. 
2. To plan and prepare appropriate training documentation to support direct and online delivery leading to timely completion of Apprenticeship frameworks and standards.  
3. Liaise with candidates and workplace supervisors to ensure convenient visit arrangements, either in College or on employers’ premises, as applicable.

4. Produce individual training/learning and assessment plans.
5. Provide individual/group training and support for students in line with the requirements of the relevant specifications.
6. Administer tests in college or on employers’ premises as appropriate.
7. Provide advice, guidance and feedback relating to training and assessment process.  
8. Induct and support candidates in achieving their qualifications/apprenticeships, in line with awarding body/sector skills assessment practices, within agreed timescales.
9. Maintain relevant documents and reports in accordance with funding, awarding body and College protocols. 
10. Use IT to support the student in a flexible learning environment and to support efficient working practices.
11. To participate in quality assurance activity.

12. To work effectively with the relevant Business Development Officers to recruit within the area.

Duties of All Employees:
13. To work towards the aims and purposes of Further Education and the College.
14. To work co-operatively with colleagues.

15. To undertake continuous development on a personal and professional basis as appropriate. 

16. To positively encourage all aspects of equality and diversity. 

17. To adhere to data protection principles and policies. 

18. To participate in the College’s continuous improvement process engaging in self assessment and other quality initiatives aimed at becoming an outstanding College.
19. To be familiar with, comply with and keep up-to-date with any policies and procedures laid down to ensure health and safety in the workplace.

In addition to the above the post holder may be required to undertake such other duties as may reasonably be required which are commensurate with the grade.

This job description is current as at the date shown herein.  Following the normal consultation process, it is liable to variation by Management to reflect or anticipate changes in or to the job.

Last Reviewed: December 2017   

PERSON SPECIFICATION 

	KEY ESSENTIAL CRITERIA
	Method of

Assessment

	Qualifications
· Hold an Assessor Award (D32/33 or A1 or TAQA)
· Hold a professional qualification at minimum Level 3 (or equivalent) in Hairdressing
· Minimum Level 2 English (GCSE A-C, or equivalent)  and Minimum Level 2 Maths (GCSE, A-C, or equivalent) or be willing to work towards within 6 months
· Hold a teaching or training qualification, e.g. Level 3 Award in Education & Training or PTLLS or be willing to work towards within 12 months
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	Experience and Knowledge

· Recent and relevant industry/occupational work/training experience
· Experience of working with external agencies
· Experience of assessing qualifications in the workplace e.g. NVQs
· Direct delivery of underpinning knowledge and occupational skills to groups and/or individuals.
· Knowledge of Skills Funding Agency and Awarding Body requirements for Apprenticeship frameworks or standards
· Experience of training and assessment for apprenticeships and/or workplace learning
· Knowledge and experience of quality assurance and auditing processes

· Experience of delivering Adult Apprenticeships/WBL in the workplace
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	Skills and Aptitudes

· Able to demonstrate the ability to engage and motivate students 

· Able to demonstrate the ability to use ICT to train, assess, support, track student progress and analysis purposes including e portfolios
· Organisational skills including those of time management, planning and implementation. 
· Ability to work to deadlines
· Excellent written and spoken communication skills

· Self-motivated and achievement focused

· Ability to work as an effective and supportive member of a team as well as an ability to work with a high level of autonomy
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	Other Requirements

· Recognise and be prepared to work within a changing environment including employer facing activity

· Be prepared to work flexibly, including occasional evenings/weekends to support employees, employers and others
· Access to transport as the post will involve delivery predominantly across the Merseyside area
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A
Application form




C
Case Study


Q
Evidence of qualification


I
Interview

P
Presentation/teaching simulation


E
Exercise/test


G
Group Discussion/exercise
