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	JOB DESCRIPTION – ASSESSOR



MAIN OBJECTIVES
To provide assessment services in accordance with company policy and all relevant statutory and regulatory requirements

To maintain good relationships with clients and learners
To market the company to new and existing clients
REPORTING TO
Training Manager 
RESPONSIBILITIES
Operational
Visit potential clients to explain the company’s services

Visit new learners to undertake health and safety checks, learner induction and diagnostic assessments and to complete and agree individual learning plans

Keep in regular contact with learners through a combination of personal visits, email and Skype conferencing.

Plan and review learners’ work and undertake workplace observations

Deliver face to face training as necessary for key skills and technical certificate 

Undertake regular reviews of learner progress and report conclusions as required
Promptly complete all internal and external reports and administration as required

Liaise effectively with internal verifiers

Participate in new staff inductions

Personal development

Be familiar with the operation of e-portfolio software and associated electronic equipment.

Participate as required in staff and standardisation meetings

Undertake relevant CPD in compliance with company policy and Institute for Learning rules.

Act as an ambassador for the company at all times.

Carry out other tasks as required by the directors.

PERSON SPECIFICATION
	
	ESSENTIAL


	DESIRABLE

	NVQ3 equivalent or above
	(
	

	Experienced, qualified assessor
	(
	

	Experience of  e-portfolios
	
	(

	Ability to work as part of a team
	(
	

	Patience and a sense of humour
	(
	

	Well presented 
	(
	

	Good written and oral communication
	(
	

	Prepared to undertake professional development
	(
	

	Knowledge and understanding of child development
	(
	

	Knowledge and understanding of legislation and national standards
	(
	

	Knowledge and understanding of equal opportunities
	(
	


Assessor positions with People and Business Development

We are currently recruiting for NVQ assessors in children’s care, learning and development (CCLD).

We have recently been awarded LSC contracts which enable us to deliver NVQs and apprenticeships (at levels 2,3 and 4) anywhere in England: at present we are concentrating our marketing on the southern half of the country – broadly south and east of a line from the Severn to the Wash.

As a new company, we need to ensure that the recruitment of assessors keeps pace with the growth of the business – that we can provide an immediate service to all new clients, without having a team of assessors without enough to do.  For that reason, over the next few months we are open to a wide range of arrangements – full time, part time and freelance.

As the job description makes clear, the role of an assessor with our company is twofold.  The core role is to support learners as they complete their qualification – carrying out initial diagnostic tests; setting learning plans; carrying out observations; setting and reviewing assignments; working with internal and external verifiers; and teaching both key skills and underpinning knowledge, both one to one and in the classroom.    However, the assessor is also the public face of our company and the role thus involves a fair amount of marketing – identifying and following up leads, maintaining good relationships with employers and generally promoting the company.

Assessors must be qualified to at least level 3 in CCLD or equivalent.   Ideally, they will also hold an assessment qualification (A1/A2 or equivalent) so that they are able to hit the ground running.  In exceptional cases we will consider individuals who are working towards an assessor qualification which they will be able to complete within six months from appointment.

We have a strong commitment to e-portfolios, where different forms of evidence such as written documents, recordings, photographs and video are stored electronically on a secure website.  The ideal candidate will have experience of working with e-portfolios, but this is not essential.  What is essential is a degree of IT literacy, enthusiasm for the concept and a willingness to be flexible.

This is absolutely not a job for box-tickers.  We want confident, enthusiastic self starters who can get on with a wide range of people - from young learners in need of support to senior managers of a large childcare company – and who relish the challenge of being in at the start of a new venture.  In return, we offer a friendly working environment, a commitment to staff development, a manageable workload, an above average salary and - for full time assessors - a company car. 
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