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Job Specification

Assessor Teaching Assistant
Responsible to:
Education Studies Curriculum Manager
Grade of post:
Scale 5
Hours of work:
11 hours per week (0.3 FTE)
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.
Key Responsibilities

1. Communicating - Provide information, advice and guidance to employers, learners and potential learners. eg To communicate with both internal and external parties, advising on and providing course information, promoting courses within schools, providing feedback to employers and placements. Carry out interviews and initial assessments, advising on most appropriate course.
2. Manage a cohort of learners up to the caseload determined by the line manager and liaise with their employers. eg Arrange/schedule assessments according to individual need, providing feedback and action points to the learner, course tutor and/or employer/work placement. Keep accurate records off all visits
3. Deliver induction, comprehensive initial assessments and progress reviews with learners as required using SMART objectives to ensure timely achievement of qualifications eg Support the induction process and carry out initial assessments to ensure learners are enrolled on appropriate course/level.  Set SMART targets within college monitoring systems, such as ProMonitor to record progress of learners identifying strengths and areas for further development.
4. Develop training plans that meet the needs of individuals and Awarding Bodies eg Liaise with the course tutor, use the initial diagnostics results and personal circumstances of the individual to set realistic targets and assessment plans to aid successful completion of chosen qualification. 
5. Plan and undertake training delivery and assessment within the College and place of work. eg Create an assessment schedule to meet individual needs of learners both in the work place and within college setting,
6. Deliver training where necessary to groups and individuals to provide underpinning knowledge required for trainees to succeed eg. Deliver workshops as and when required to aid successful completion of chosen qualification to both individuals and groups of learners.
7. Administration - Adhere to quality systems for course management, training delivery and assessment in accordance with Awarding Body and College procedures eg Comply with the assessment and verification process as set out by the college, ensuring assessments are carried out in a timely fashion, feedback is provided as required and that assessed work is provided for both internal and external verification. Contribute to internal course management reports/reviews that will lead to further development of the department and organisation.
8. Ensure that all relevant learner paperwork is completed in a timely manner for the individual including relevant record keeping/MIS eg complete and submit all relevant documentation required during the course of the academic year, including student progress monitoring, induction papers, enrolment documentation, etc.
9. Contribution to standardisation and internal verification procedures eg attend and contribute to standardisation and verification meetings ensuring all required documentation is maintained throughout the academic year and readily available upon request.
10. Support achievement in curriculum, participate in quality review process in order to improve and develop programmes including the learner and employer surveys eg Contribute to internal course management reports/reviews that will lead to further development of the department and organisation. Contribute to any surveys released through internal and external customers. Deliver workshops as and when required to aid and embed further learning, including in the absence of other staff.
11. Undertake internal verification duties, as appropriate eg Complete all internal verification duties as per set sampling plans.
12. Comply with health and safety checks where appropriate eg Ensure that health and safety checks are carried out and action taken as required, in both the college setting and workplace.
13. Ensure that professional training to keep the occupational competency is kept up to date eg Engage in training that is required to ensure occupational competency, including for example updating assessor/verifier qualifications and changes in Awarding Body specifications.
14. Ensure attendance at College open days, parents evenings and recruitment events eg attend any events as required, to promote courses, engage parents and employers.
Other Duties and Responsibilities

· To actively participate in the Appraisal scheme
· To carry out all duties in accordance with the College’s Equality, HR and Health and Safety policies and procedures.
· To carry out all duties in accordance the College’s Safeguarding policy.
· To carry out any other duties as directed by your Line Manager.
· This role may fall into our lone working arrangements if so this will be confirmed by your manager.

Recommended Average Assessor Caseload

Caseloads will be reviewed and determined by the overall student intake each academic year, taking into account each assessor’s contractual hours and the individual needs of the learners.

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.
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
	
	
	

	Essential:
	S/L
	I
	A

	· Relevant level 3 or above qualification in the area required, or significant relevant experience

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

· 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

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


	X

X

X

X


	X

X

X

X


	

	Desirable:
	
	
	

	· Relevant level 4 or above qualification
· IOSH Managing Safety/Risk Assessments


	X

X
	X

X
	

	Knowledge and experience
	
	
	

	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
	X

X

X
	X

X

X
	

	Desirable:
	
	
	

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

	Technical Skills
	
	
	

	Essential:
	S/L
	I
	A

	· Knowledge and practical application of IT windows based systems i.e. word, excel, PowerPoint

· Proven knowledge of health & safety practices from an assessor’s 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
	X

X

X

X

X
	X

X

X

X

X
	X

	Desirable:
	
	
	

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

	Personal/Behavioural Attributes
	
	
	

	Essential:
	S/L
	I
	A

	· Good interpersonal and communication skills (written and verbal)

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

· Excellent organisational and planning skills

· Ability to prioritise and work to deadlines 
	X

X

X

X
	X

X

X

X
	

	Desirable:
	
	
	

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

	Other Requirements
	
	
	

	Essential:
	S/L
	I
	A

	· Clean driving licence, suitable insurance for line of work and use of car

· Ability to travel to sites in a timely fashion, where appropriate and when required

· Clean enhanced CRB check
	X

X
	X

X

X
	X

	Safety Critical Role
Subject to Enhanced DBS check
	
	
	


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