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Assessor Functional Skills (0.8 FTE)
ER Business and Management
Responsible to:
Curriculum Manager for Functional skills
Responsible for:
No other staff members

Grade of post:
Scale 5 (SCP 19-22)

Hours of work:
Varied times, but the post may require evening and weekend working




Work location:
Varied 

Job Purpose:    To provide a quality assessment service to learners which     may 
also require some instructional training to ensure an understanding of the knowledge and theory necessary for the successful completion of qualifications to the relevant Awarding body standards. Delivery of Functional Skills: Maths, English, and ICT.
Key Responsibilities

1. Provide information, advice and guidance to employers and potential learners.  To ensure that the initial assessments are then tailored and relevant to the individual needs.

2. Manage a cohort of learners up to the caseload determined by the line manager and liaise with their employers 

3. Deliver induction, comprehensive initial assessments and progress reviews with learners (every 10 weeks) using SMART objectives to ensure timely achievement of qualifications

4. Develop training plans that meet the needs of individuals and Awarding Bodies

5. Plan and undertake training delivery and assessment within the College and place of work

6. Deliver training where necessary to small groups and individuals to provide underpinning knowledge required for trainees to succeed

7. Adhere to quality systems for course management, training delivery and assessment in accordance with Awarding Body and College procedures

8. Ensure that all relevant learner paperwork is completed in a timely manner for the individual including relevant record keeping/MIS

9. Contribution to standardisation and internal verification procedures

10. Support achievement in curriculum, participate in quality review process in order to improve and develop programmes including the learner and employer surveys

11. Undertake internal verification duties, as appropriate

12. Comply with health and safety checks where appropriate

13. Ensure that professional training to keep the occupational competency is kept up to date

14. Ensure attendance at College open days, parents evenings and recruitment events
Other Duties and Responsibilities

· To carry out all duties in accordance with the College’s Health and Safety policies and procedures.
· To carry out any other duties as directed by your Line Manager.
· Recommended Average Assessor Caseload

· The table below show provides a guide for case-loading levels.  It is recommended that caseloads above or below these numbers are reviewed.  The case-loads are based on a full time assessor who has responsibility solely for induction, assessment and reviewing of learners on the programme shown.

	Qualification
	Practical

Workshop
	Peripatetic

	
	
	Local  Multi-site
	Local Single Site
	Level 3+
	Wide Geo Location*

	Apprenticeship main aim
	10
	40
	50
	30-40
	28-32

	Workplace Learning
	10
	60
	80
	60
	50


*Across West Midlands

Safeguarding

The College is committed to safeguarding and protecting the welfare of learners and expects all who work with or on behalf of the College to share this commitment.  All roles within the College therefore are subject to DBS regulations.

The College considers that the job holder for this role should have a DBS Enhanced CHILD disclosure. 
Values

Our values are: putting the student at the heart of every decision we make; ensuring that all students and colleagues are valued and respected; everyone is accountable for their actions; everyone is empowered to find ways to overcome obstacles and we have a clear vision and move towards it. 

Our compulsory DNA review process is based on these values and for this role you are expected to have the following level of personal attributes:

Respect – Level A
Accountability – Level B
Accountability through team – Level A
Vision – Level A
Empowerment – Level A
Student Focus – Level B
Equality and Diversity

We are committed to the promotion of equality of opportunity in all of our activities and to encouraging access to our College from all groups irrespective of race, gender, age, disability or sexual orientation. We are working to create an environment in which cultural diversity and individual difference are positively valued in an atmosphere free from harassment and discrimination. We take our legal and moral obligations with respect to equal opportunities seriously and welcome dialogue with groups and individuals on ways in which our equal opportunities policies and practice can be enhanced. 

PERSON SPECIFICATION

	Education/Qualifications
	S/L
	I
	A

	Essential:
	
	
	

	· Relevant level 3 or above qualification in the area required

· A1 Assessor Award or D32/D33 and willingness to update the qualification within the probationary period

· Hold English and Maths GCSE Grade C qualification/Hold level 2 English and Maths or prepared to work towards it and achieve it in the probationary period
	X

X

X
	X

X

X
	

	Desirable:
	
	
	

	· Relevant level 4 or above qualification

· V1 Verifier Award or D34 and willingness to update the qualification within the probationary period

· IOSH Managing Safety/Risk Assessments
	X

X

X
	X

X

X
	

	Knowledge and Experience
	S/L
	I
	A

	Essential:
	
	
	

	· Experience of assessing relevant programmes including caseloads

· Proven record of relevant and current vocational experience

· Demonstrable experience of internal and external verification processes with Awarding Bodies
· Knowledge of IT windows based systems i.e. word, excel, powerpoint

· Proven knowledge of health & safety practices from an assessors point of view

· Training skills/presentation skills

· Strong customer focus – able to articulate when the learner has been put at the centre of all activities

· Experience of identifying and realising potential business opportunities
· Good interpersonal and communication skills (written and verbal)

· Able to work flexibly as part of a team and use own initiative

· Excellent organizational and planning skills

· Ability to prioritise and work to deadlines
	X
X

X

X

X

X

X

X

X

X

X

X
	X
X

X

X

X

X

X

X

X

X

X

X
	X

	Desirable:
	
	
	

	· Experience across different Awarding Bodies, setting up new programmes, developing new material

· Able to set up and manage databases to follow through on students and keep completions to time

· Demonstrable track record to get the best out of students
	X

X

X
	X

X

X
	

	Other Requirements
	S/L
	I
	A

	Essential:
	
	
	

	· Clean driving licence and use of car

· Ability to travel to sites where appropriate and when required

· Clean enhanced DBS check
	X

X
	X

X

X
	X

	Desirable:
	
	
	

	· 
	
	
	

	Safety Critical Role
	
	
	

	Subject to Enhanced DBS
	
	
	


S/L=Short Listing        I=Interview         A=Assessment 
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