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Job Description
	Directorate
	Curriculum & Quality

	Department
	Business Engagement

	Section
	Apprenticeships

	Job Title:
	Assessor in Business Administration, Customer Service and Management

	Grade:
	£23,304 - £30,122

	Reports To:
	Curriculum Manager Apprenticeships

	Responsible For:
	

	Job Purpose:

Recruit, deliver and assess competence based training including group or classroom based sessions in the workplace and college environment.
Observe and report on the quality of training and assessing.

Provide high quality teaching, learning and assessment on employer responsive programmes.
Safeguard and promote the welfare of children, young people and vulnerable adults who are students of the College.


	Key Tasks:

Teaching, Learning and Assessment
Delivery and assessing of competence based training including group or classroom based sessions, in the workplace or College environment.
Develop resources and teaching materials to meet course frameworks and learning outcomes.

Set, mark and assess students’ work, ensuring that learning outcomes have been met and that feedback is both detailed and constructive.

Keep up to date with relevant course subject matter, industrial/commercial developments, course examination/assessment requirements and legislation.

Academic Enterprise
Participate in the development of internal and external partnerships in order to disseminate information, share best practice, establish opportunities for collaborative work and enhance the reputation of the College.

Participate in networks to build new relationships that benefit both the Department and the College.

Academic Development

Collaborate with curriculum development activities and attend appropriate curriculum development events to ensure that the curriculum portfolio remains current and the assessment procedures are relevant.
Work closely with IVs, EVs and awarding bodies to ensure all up to date information relating to programmes is disseminated across the department 

Student Recruitment
Responsible for the recruitment and progression of learners and the delivery of all aspects of WPL Programmes.
Support Business Development events, as required, to raise the profile of the College, ensuring the effective use of time and resources.

Assist in appropriate pre-entry, recruitment, selection and admissions activities (including Open Days and Visit Days) in order to promote the Department and College and gain a better understanding of learner needs/expectations.

Participate in Department and College marketing events on and off site as required.

Quality and delivery 
Strictly adhere to all College Quality Procedures applicable to the role.

Oversee internal verifying and standardisation processes for employer responsiveness provision within the Department and to co-ordinate external verifier visits.

Manage the performance of student retention and timely achievements against targets ensuring the success rate targets are achieved and exceeded.

Undertake review/monitoring visits in accordance with the College’s progress review requirements.
Undertake assessing/training observations, preparing reports and supporting staff to improve as required, in accordance with the College Quality Procedures.

Undertake quality audit visits in accordance with the College Quality Procedures.

Attend and participate in Quality Review, Programme and Standardisation team meetings.

Assist with the preparation of information and statistics as required by the line manager.

Miscellaneous:
You have a legal duty, so far as is reasonably practicable, to ensure that you do not endanger yourself or anyone else by your acts or omissions. In addition you must cooperate with the College on health and safety matters and must not interfere or misuse anything provided for health, safety and welfare purposes.

You are responsible for applying the College’s Equal Opportunities Policy in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own areas of work.

You are required to participate with the Appraisal process, engaging in the setting of objectives in order to assist in the monitoring of performance and the achievement of personal development.

To assist in the identification of all risks which could damage the reputation and financial viability of the College/Directorate/Section.  To contribute to the identification of appropriate risk control measures and the implementation of these measures.
Such other relevant duties commensurate with the post as may be assigned by your Manager in agreement with you. Such agreement should not be unreasonably withheld.

Special Features:
To adopt a flexible approach to the delivery of duties, working out of hours if necessary to meet operational demands of employers and learners.
Review:

This is a description of the job as it is presently constituted. It may be reviewed and updated from time to time to ensure it accurately reflects the job required to be performed, or to incorporate proposed changes. 
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Person Specification

	Job Title:
	Assessor in Management

	Directorate
	Business Engagement

	Department
	Apprenticeships

	Section
	N/A

	In order to be short-listed you must demonstrate that you meet all the essential criteria and as many of the desirable criteria as possible.  Where we have a large number of applications that meet all of the essential criteria, we will use the desirable criteria to produce the shortlist.

All disabled candidates who meet the minimum essential criteria will be included on the shortlist.



	Attributes
	Item
	Relevant Criteria
	How Identified
	Essential/

Desirable

	1 
	Skills & Abilities
	1.1
1.2

1.3
	Able to identify customer needs and expectations and keep them in mind when taking actions or making decisions.
Able to identify gaps in available information required to understand a problem or situation and to devise means of remedying such gaps.

Able and willing to work flexibly in the interests of the College, employers and learners.

	I
I

I


	E

E

E

	2
	General & Special Knowledge
	2.1
2.2

2.3
	Demonstrable working knowledge of NVQ processes and internal verification processes.

Competent in the use of computerised E-Portfolio systems. 
Competent in working with applications such as Word, Excel, Outlook and PowerPoint.


	A
A

A
	E

D
E

	3
	Education & Training
	3.1

3.2

3.3

3.4
3.5

	Good General education to include English and Maths to at least GCSE Grade C or GCE O Level Grade C standard or equivalent.

A PTLLS teaching qualification or equivalent.
A level 3 Management qualification
A1 Assessor Qualification or equivalent. 
 V1 Assessor Qualification or equivalent.
	A
A

A

A

A
	E

E

E

E

D


	4
	Relevant Experience
	4.1

4.2
4.3
4.4


	Up-to-date experience within a relevant vocational sector.

Experience of delivering and assessing competence based training including group or classroom based sessions, in the workplace and College environment.
Experience of assessing across relevant  vocational areas 
Experience of delivering full apprenticeship programmes.


	A
A

A

A
	E

E

E
E


	5
	Special Requirements
	5.1
5.2

5.3

5.4

5.5

5.6


	Demonstrate a high level of communication skills, both written and oral.
Ability to develop and maintain good working relationships.

Ability to work under pressure to tight deadlines while applying quality standards to all tasks and ensuring that nothing is overlooked.
Ability to work flexibly by taking account of new information or changed circumstances and modifying understanding of a problem or situation accordingly.

Driving licence and use of own car.
Have a professional approach to maintaining appropriate relationships and personal boundaries with students.
	A, I
A, I

A, I

I

A, I

I


	E

E

E

E

E

E



	Key:
	How Identified
	A
	Application

	
	
	I
	Interview

	
	
	T
	Test

	
	
	C
	Copy of Certificates

	
	
	P
	Presentation


