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JOB DESCRIPTION

Job Title:			Senior Assessor (Apprenticeships)

Responsible To:		Apprenticeships Manager

Salary:			Up to £26,031

Main Purpose of Post:
To act in a senior role within the apprenticeship team.  Support assessors and IQA’s across a range of occupational areas – both apprenticeship and non-apprenticeship provision, to deliver high quality learning experiences which equip the learner with skills and knowledge to meet needs of employers.

MAIN DUTIES AND RESPONSIBILITIES TO INCLUDE: 


1. Support Assessors to ensure delivery of outstanding learner experience to learners in a range of specialist areas

2. Establishes effective working relationships with interdependent areas of College the College to support co-operative partnership working and to maximise the learner experience.

3. Monitor caseload of assessors  and report on a monthly basis to the Apprenticeships Manager on capacity.

4. Ensure accuracy and timely completion of all associated paperwork and forward to the MIS Department.

5. Conduct timely and comprehensive reviews of learner progress and update training plans and college tracking systems

6. Drive the effective performance of assessors and provide support to Apprenticeship Manager, setting out high expectations of all staff and tackles any poor performance effectively through the performance management process

7. Ensure that all apprentices are enrolled on to an appropriate functional skill.  Liaise with the Curriculum Manager – Maths & English plus Functional Skills tutors in order to monitor performance.  Ensure assessors continue to embed functional skills in framework delivery.

8. Prepare and collect evidence for inspection by internal and external audits when required

9. Maintain quality assurance systems to awarding body organisation guidelines

10. Management of IQA quality processes and procedures and External Verifier visits

11. Working closely with Assessors ensure that attendance targets are being met, and where relevant proactively address issues of safeguarding and report to the Designated Safeguarding Lead.


12. Develop assessors within the team through induction and probationary processes and the delivery of subsequent development in order to maintain the skills profile at an appropriate  and professional level to be fully effective in their roles

13. Assess and monitor portfolio of students work and ensure completion with agreed deadlines and target date (including electronic or paper based portfolios)

14. Complete assessment paperwork to the required audit standards

15. Compile the required programme documentation for students

16. Comply with quality assurance procedures and standards set by the college and awarding and funding organisations. Work closely with and report report to the Quality Manager.


17. Support and deliver training and assessment of students in the workplace and where relevant in the college environment

18. Run workshops (where required) to ensure students cover scope of training required (including Functional Skills, ERR and PTLS)


19. Attend and participate in department standardisation meetings

20. Liaise and work with the internal and external verifier as required

21. Participates fully in the CPD process following appraisal of individual needs and uses knowledge and skills to improve performance of self and team  


22. To set out and effectively and efficiently organise workplace visits and ensure safe use of own transport to candidate sites of work

23. To agree and meet performance targets relating to business development and learner retention and achievement

24. Take responsibility to recruit and maintain an agreed case load

25. Take responsibility for internal quality assurance for allocated learners



The postholder is expected to act at all times in manner that encourages equality of opportunity for all Students, Staff and Visitors to the College and also to adhere to their responsibilities as required to ensure a safe and healthy environment in which to work and study.  Further details on both these issues can be found in the College Equal Opportunities Policy and Health and Safety Policy which are widely available including in College libraries and on the College Intranet. 

A Disclosure check with the Disclosure and Barring Service will be a requirement of employment and positions are exempt from the Rehabilitation of Offenders Act 1974.  Please note that a record of a conviction may not automatically prevent a candidate from receiving an unconditional offer of employment.



PERSON SPECIFICATION

	
	ESSENTIAL 
	DESIRABLE

	QUALIFICATIONS 
	Hold assessor award or equivalent for a minimum of 2 years. 

Hold the minimum of Level 3 subject specialist qualification

Hold relevant D34, V1 or IAQA qualification 
	Leadership qualification.





	EXPERIENCE
	3 years’ relevant industry experience and evidence of CPD in the subject specialism where required. 

Has experience of working with learners/learning environment
	Leadership of a Workplace Learning sector team.

Experience of delivering high quality workplace learning.

Experience of E-Assessment.
Delivery of E-Learning.

	ABILITIES, SKILLS AND COMPETENCIES

	Has good written and oral communication skills at all levels.

Is able to coach/train and develop students. 

Can demonstrate effective administrative and organisational skills. 

Team player and also able to work on own initiative. 

Ability to work unsupervised and manage own workload

Is accurate and timely in record keeping. 

Ability to communicate at all levels.

Is familiar with a range of IT systems and able to promote effective use of them to students. 

Has good interpersonal skills.

Has full UK driving licence.
	The ability to identify opportunities for growth.

To grow enrolment within Workplace Learning.

Knowledge of Skills Funding Agency contracts and funding.

Knowledge of the Ofsted Common Inspection Framework 2012 and its impact on Workplace Learning.

Enthusiasm for role and commitment to principles of learning
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