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Apprenticeships & Employer Engagement
JOB DESCRIPTION

	POST TITLE:


	End Point Assessment Lead

	

	SALARY:

	Job Family Group 5, SCP 16 (£24,819) – SCP 20 (£26,333) per annum pro rata, depending on qualifications and experience 

	

	CONTRACT TYPE:
	Business Support

	
	

	HOURS:
	1.0FTE, 37 Hours, permanent


	REPORTING TO:                                    Claire Ashton
RESPONSIBLE FOR:                               Apprenticeship Administration Team


	CLOSING DATE:
	Monday 6 May 2024 at 12 noon

	
	


INTERVIEW DATE:

            Tuesday 14 May 2024
If you have not been contacted within 14 days of the closing date of the position, you should assume that, unfortunately, on this occasion your application has been unsuccessful.

The information given below is intended to provide an outline of the responsibilities of the job and its role within Preston College. The job description outlines the main duties in general and is not intended to be exhaustive. The post holder will be expected to work in a flexible, proactive manner to carry out such duties as are necessary and to communicate effectively with all work colleagues.

MAIN PURPOSE OF THE JOB

Support the Apprenticeship Administration Team Leader and the Apprenticeship Curriculum Leaders in the co-ordination of robust and timely End Point Assessment for all apprentices.
Key Responsibilities

· Education and Skills Funding Agency (ESFA) contract compliance including the accurate and timely registration and completion of apprentice and employer records with the relevant End Pojnt Assessment Organisations (EPAOs).

· Understand the apprenticeship funding rules and their practical application

· Linking curriculum to the support/training and materials supplied by EPAOs

· Liaising between curriculum and EPAOs when apprentices approaching planned end dates

· Monitor the quantity and quality of Off The Job (OTJ) Training hours throughout

· Ensure actual OTJ hours exceed planned before booking End Point Assessment

· Ensure End Point Assessment (EPA) Gateway Declarations are in place, with correct dates and signatures following last day of structured learning.

· Upload accurate evidence to the EPAO portal in a timely manner
· Schedule EPA efficiently to suit all relevant parties and locations
· Demonstrate and promote high levels of customer service to all via telephone, email and face to face.

· Collate and celebrate EPA results

· Resolve claim queries with EPAOs
· Negotiate and organise re-sits when necessary
· Liaise with Finance on invoices for EPA activity
· Ensure all outstanding employer contributions have been paid prior to booking End Point Assessment

· Analyse first time pass rate and High grade success data for EPA quality 

· Record the achievement of the EPA into EBS

· Check the funding return monitoring reports provided by the ESFA to identify any issues with the data, with particular focus on completion payment holdbacks

· Review EPA companies for quality and prices 
· Monitor IFATE for new standards and standard changes

· Update curriculum and HOA on any changes in price or delivery of standards

· Assist with internal/external audits

· Any other tasks related to the End Point Assessment process

· Any other tasks in support of the department as required by the line manager

In support of the Head of Apprenticeships and Employer Engagement
· Attend training and updates related to IFATE/OFQUAL and EPA/EPAO processes.
· Work effectively as part of the direct apprenticeship team and develop effective relationships with curriculum and other related schools/departments

· Attend meetings fully prepared with the data and analysis needed to enable effective and quick decisions to be made

· Prepare reports

· Liaise with marketing on news and updates that can be shared  in relation to EPA 

EQUALITY AND DIVERSITY STATEMENT
Preston College is committed to ensuring equal rights and opportunities for all. Recruitment for positions in the College will be carried out in a manner which accords with best equality and diversity practice.  The selection of candidates for interview will be based on the personnel specification and applicants should bear this in mind when preparing their applications and completing the application form.

The post holder will be expected to take a lead role in the promotion of the College policies on Equality and Diversity, Health and Safety and Quality Assurance.

SAFEGUARDING LEARNERS STATEMENT

Preston College is committed to safeguarding and promoting the welfare of children and young people and vulnerable adults and expects all staff to share this commitment. All Preston College staff are required to undertake mandatory Safeguarding training. The successful candidate for this appointment will be required to apply for Enhanced Disclosure for regulated activity through the Disclosure and Barring Service at a cost to themselves.   At present this fee is £38.00 and payment will normally be deducted from your first month’s pay.  Further information on the Disclosure process can be found at www.gov.uk/government/organisations/disclosure-and-barring-service.

VALUES & BEHAVIOURS 
· Welcoming and inclusive – we believe in making sure that all learners, staff and visitors to the College feel welcomed and valued at all times
· Supportive and compassionate – we believe in the importance of being reassuring, encouraging and caring towards our College community

· Aspirational for our learners, ourselves and each other – we believe in being ambitious in the way we work and promoting this with our learners

· Act with integrity and transparency – we believe in acting honestly at all times, and having open and transparent communications

· Be accountable – we believe in the importance of taking ownership of our actions, and expect others to act similarly


PERSON SPECIFICATION 

	
	Essential/Desirable
	Method of Assessment

	Qualifications
	
	

	Minimum of Level 2 English Functional Skills, or English Language GCSE at Grade C or Grade 4 
	E
	A 

	Minimum of Level 2 Maths Functional Skills, or Maths GCSE at Grade C or Grade 4
	E
	A

	Minimum of Level 2 IT GCSE at Grade C or Grade 4 or a willingness to achieve
	E
	A

	Level 4  qualification in a relevant subject area or willingness to achieve
	E
	A

	Evidence of recent and relevant continuing professional development
	E
	A

	experience
	
	

	Proven Recent experience of working in a busy customer driven, educational environment.
	E
	A & I

	Recent experience of Apprenticeships and End Point experience of Assessment
	D
	A & I

	Experience of working with MIS systems to accurately enter, analyse and validate large quantities of data
	E
	A & I

	Experience of supporting, maintaining and assisting in the development of administrative systems and procedures
	D
	A & I

	Experience of working with and leading peers to deliver outcomes
	D
	A & I

	Ability to use own initiative, plan, organize and prioritise to meet deadlines and provide specific outcomes
	E
	A & I

	Ability to manipulate, interrogate and analyse data to support the production of reports to a variety of audiences
	E
	A & I

	Excellent teamworking skill and demonstrable ability to successfully communicate and work with colleagues at all levels of the organisation
	E
	A & I

	Ability to liaise effectively with a range of internal and external agencies with effective written and oral communication skills suitable for a range of audiences
	E
	A & I

	Awareness of when to use judgment and when and where to seek help or appropriate guidance
	E
	A & I

	Knowledge, Skills and Abilities
	
	

	Recent knowledge of Apprenticeships and End Point experience of Assessment
	E
	A & I

	Knowledge of administration systems and processes, with the ability to develop and implement change to support future college needs
	E
	A & I

	Up to date knowledge of the external FE/HE funding environment and associated funding methodologies
	D
	A & I

	Knowledge of college data and audit requirements
	E
	A & I

	Knowledge of IFATE/OFQUAL and EPAOs
	E
	A & I

	CORPORATE EXPECTATIONS
	
	

	A commitment to the expected  values and behaviours associated with working at Preston’s College
	E
	A

	A commitment to safeguarding, equality and diversity and health and safety at Preston’s College
	E
	I

	OTHER REQUIREMENTS
	
	

	Knowledge of college events and the ability to support aspects of them
	E
	A

	Willingness and ability to manage own and others workloads of a complex and dynamic nature and to work to strict deadlines
	E
	A

	Willingness and ability to work flexibly throughout the week and to travel given reasonable notice
	E
	A


Key:
A
Application Form         I    
Interview 

T
Test

Please note where the person specification states that criteria will be identified through more than one medium i.e. A / I, you must specify how you meet the criteria clearly at all stages in order to comply with the College’s Recruitment Procedure for Employees and Casual Workers. 

