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Job Description

	Job Title:
	Assessor

	Reports to:

	Business Performance Development Manager – Enterprise
Head of Department – Curriculum 

	Hours
	Various 

	Salary
	Scale F £24,202 - £25,643

	Annual Leave Entitlement
	22 days, rising to 27 days per annum



Job Ref:

Main purpose and scope of the post:
The post-holder will report to the Head of Department or Business Performance Development Manager on a day to day basis and the post holder will be accountable for:

· Delivery of work based qualifications to learners 
· Success rates for work based learners
· To maintain a case load of learners
· To maintain auditable evidence for each learner
Responsibilities: 

Assessors are responsible for and accountable for the following list of duties. This list is not exhaustive and may vary from time to time.
1. To maintain a caseload of learners. Work is not guaranteed and case load will be agreed by the line manager and will vary according to Assessor availability, location, experience and technical expertise, performance and client demand. 
2. Support the recruitment of learners including initial advice and guidance, skills scans, basic skills testing and supporting paperwork completion as applicable.
3. To undertake assessment and initial induction onto the qualification’s programme, assessment and training of learners on work based elements, as appropriate, Functional Skills in the workplace. 
4. Identification of current competence of individuals, including prior achievement.
5. Delivery of under-pinning knowledge, in the workplace or through workshops. 
6. Preparation of assessment and workshop materials for scheduled assessments. 
7. Interpretation of the qualification requirements
8. Identify opportunities for the learner to demonstrate competence and collect evidence
9. Ensure the learner is aware of their own responsibility in the assessment process.
10. Negotiate individual action and assessment plans with the learner.
11. Identify with the learner, valid and sufficient evidence for the qualification
12. Ensure authenticity of learners evidence
13. Judge the learner’s evidence over a period of time using a range of assessment methods
14. Make objective assessment decisions and provide constructive feedback to the learner
15. Ensure fair assessment and equality of opportunity for the learner within the assessment process
16. Maintain assessor records of the learner’s progress and achievement to ensure timely success
17. Complete all non-apprenticeship enrolment, assessment/verification paperwork within a set timescale. (i.e. short courses / standalone diplomas)
18. Organise regular review meetings with learners and employers in the workplace. 
19. Provide excellent customer service and maintain customer relations with existing employer/learners and support recruitment of potential new learners. 

ADMINISTRATION, QUALITY ASSURANCE, CONTINUING PROFESSIONAL DEVELOPMENT
1. Administer paperwork and keep accurate records. 
2. Regular reporting to the Line Manager/IV/Apprenticeship Faciliator. Reports to include starts, progress of learners, learner achievements and success rates.
3. Training & development required by GBMet, Awarding Bodies, Joint Awarding Body Guidelines.
4. Maintain training and development directly relevant to your professional role. 
5. Proactive quality improvement in your areas of responsibility to include a minimum 50% attendance at Assessor Standardisation Meetings, regular meeting with internal verifiers, participation in EV visits and Ofsted inspections including any administration tasks as requested

Miscellaneous
· Complying with College wide policies and procedures.
· Attending meetings within extended College day
· Undertaking any other duties as may be reasonably required by the Corporation.

NOTES:

Safeguarding Children and Vulnerable Adults

The College has a statutory and moral duty to ensure that it operates with a view to safeguarding and promoting the welfare of children and young people studying at the College. The post holder will be required to commit to the College child protection policy and promote a safe environment for children and young people learning within the College.   All posts are subject to enhanced Disclosure Barring Services check, however, having a criminal record will not necessarily bar you from working with us, this will depend on the nature of the position and the circumstances and background of your offences.

Equal Opportunities and Diversity

All employees of the Greater Brighton Metropolitan College are required to promote equality and diversity in all aspects of the job.  Specifically, the job holder will be required to support the College to meet the General Equality Duty under the Equality Act 2010 to:

· Eliminate unlawful discrimination, harassment and victimisation and other conduct prohibited by the Act.
· Advance equality of opportunity between people who share a protected characteristic and those who do not.
· Foster good relations between people who share a protected characteristic and those who do not.

The protected characteristics are: Age, Disability, Gender Reassignment, Marriage/Civil Partnership, Pregnancy/Maternity Leave, Race, Religion or Belief, Sex, Sexual Orientation.

Health and Safety

It is the responsibility of all employees to co-operate with the College management in meeting the objectives of providing a healthy and safe place of work.  Therefore, all staff must carry out their work with reasonable care for the health and safety of themselves and other people.  Accidents or near misses must be reported and safe working procedures must always be followed.

1. Duties will inevitably develop and change as the work of the College changes to meet the needs of our service.  Employees should therefore expect periodic variations to job descriptions, the College reserves this right.  This job description will be supplemented on a regular basis by individual objectives derived from College strategies.

2. Where an applicant or existing employee is, or becomes, disabled (as defined by the Equality Act 2010) and informs the College fully of their requirements, reasonable adjustments will be made to the job description wherever possible.
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Person Specification

	Job Title:
	Assessor



The following is a list of the experience, knowledge/skills and qualities which the College requires in the post of Assessor.   This list is not exhaustive.  It is a requirement of all our staff that they share and actively engage with the vision that the College will be exceptional.

Experience

Essential
· Ability to demonstrate the required level of experience, knowledge and understanding of the qualification and Units to be assessed
· Significant professional & technical expertise - knowledge within the subject field

Qualifications

Essential:
· TAQA Level 3 Qualification, A1 award or D32, D33
· Minimum Level 2 qualifications in literacy and numeracy
· Full, clean driving licence
· Relevant professional/occupational qualification equivalent to a Full Level 3

Desirable:
· Willingness and ability to gain necessary teacher / trainer qualifications
· First Aid certificate

Knowledge/understanding/skills/abilities

· Committed to providing excellent customer service
· Working knowledge of application of current Health and Safety procedures
· Excellent organisation skills
· Working knowledge of Microsoft Office and IT skills
· Excellent verbal and written communication
· Good record keeping skills, using paper based and IT systems

Qualities

· Good interpersonal, communication and organisational skills
· Appreciation of the ethical issues relating to the conduct of those in public life and college governors in particular
· Effective interpersonal skills and the ability to work well with people at all levels;
· A diplomatic approach and the confidence to provide support to high-profile company staff and board members;
· Integrity and discretion when handling confidential information
· A commercial frame of mind
· Be able to remain impartial
· Have a flexible approach to working hours
· Demonstrable experience of commitment to child protection, safeguarding and the promotion of a safe environment for children and young people to learn in
· Demonstrable commitment to the College’s support and promotion of equality and diversity in all aspects of working life
· To aspire to the College’s Mission and Values
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