[image: SWC Logo cmyk transparent]

	

Davies Road, Evesham, Worcestershire WR11 1LP
Principal:   Michael O’Brien, BA, BEd, MBA


JOB  DESCRIPTION


Position:		Assessor

Responsible to:	Curriculum Area Manager

Salary Scale:	Scale 5 (fixed point 22) 0.2 FTE £4,073.80/£16.71 per hour 

Purpose of the post:			Providing high quality assessing and supporting the underpinning knowledge of learners


RESPONSIBILITIES

1.	Assessing – to provide high quality assessing, with a minimum case load of 8 learners through effective planning, preparation and liaising with learner and, if appropriate, employer. To provide effective tracking, reviewing and reporting as appropriate. 

2.	Underpinning Knowledge – to provide appropriate underpinning knowledge to learners are required throughout their NVQ through effective planning, preparation and delivery.

3.	Pastoral Supervision – to act as a personal tutor to all learners being assessed/supported

4.	Quality Assurance – to participate fully in all appropriate aspects of the College’s Quality Assurance systems.

5.	Marketing – to participate fully in the recruitment, admission and enrolment of learners and the marketing of courses in particular, and the College, in general, especially to employers.

6.	Equal Opportunities – to adhere to and to promote, the College’s policy on equal opportunities, entitlement and inclusiveness and to ensure employers have appropriate Equal Opportunity policies and procedures

7.	Continuous Professional Development – to ensure professional development is continuously updated and participate in all activities designed to improve the quality the students’ college experience.

8.	Health and Safety – Implement and comply with College Health and Safety systems and procedures and ensure employers have appropriate Health and Safety systems.

9.	Flexibility – to work flexibly as part of a team.

10.	Other duties – to undertake other duties commensurate with the grading of the post, which may be required from time to time, at the current place of work or at any other premises relevant to the work of the College.

PERSON SPECIFICATION

Qualification s (or willingness to work towards):
· Appropriate professional qualification relevant to the assessing specialism.	Essential
· Assessor Award (A1), or equivalent	Essential
· Literacy and Numeracy Qualifications at level 2					Essential
· Verifier Award (V1), or equivalent	Desirable
· Health and Safety qualification							Desirable 
         

Experience:
· Relevant employment experience in industrial/commercial settings
· Experience of training/assessing in an industrial/commercial environment

Attributes:
· Good interpersonal skills
· Organised
· Effective written and spoken communication
· Enthusiastic 
· Flexible
· Willing to update and adapt skills as required by the demands of the role.
· Learner/Employer focused
· Full driving licence


CONDITIONS OF SERVICE 

The person appointed to this post will serve under the College’s Business Support conditions of service.   Comprehensive details of Conditions of Service will be provided to the successful applicant upon appointment.   As a guideline the post holder will be expected to:

· 0.2 contract to have the minimum of 8 learners on programme. The first 6 weeks of this contract will focus on course set up and recruitment. Contractual arrangements will be reviewed at the end of these 6 weeks to analyse recruitment, employer engagement and course validation. Upon completion of the first 6 weeks there will be opportunities to increase your case load and be paid a maximum of 30 hours per candidate on an hourly rate. This will be claimed on a time sheet. 
· Your salary includes an element for holiday pay equivalent to 22 working days holiday (pro-rata for part-time employees) in each holiday year (being the period from 1st April to 31st March) plus 12 statutory Bank, Public and concessionary holidays.  An additional five days leave per year will be granted from the leave year following the completion of five year continuous service.  You will be required to use up to two working days of your holiday entitlement on days when the Corporation’s activities are suspended in the interests of efficiency.
· To work a minimum off set hours per week. 
· The post is superannuable and the person appointed will be eligible to join the College’s Superannuation Scheme, which is administered by Worcestershire County Council. 
· The appointment will be subject to a satisfactory medical report.
· The successful candidate will be required to apply for a Disclosure. 	Disclosure is an information service provided by the Criminal Records Bureau (CRB) – an executive agency of the Home Office.  It helps employers make informed recruitment decisions and so protect the vulnerable members of society.  A Disclosure is an impartial and confidential document that details an individual’s criminal record, and where appropriate, details of those who are banned from working with children.  The successful candidate will be required to pay for their CRB disclosure check, which will be reduced from their salary monthly. £10 per month for 5 months.
· Applicants should be reassured that Disclosure information will not be used unfairly. 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 record.
· The College complies with the Criminal Records Bureau Code of Practice.  A copy of which is available on request from the HR Department, South Worcestershire College, Davies Road, Evesham, Worcs WR11 1LP.

APPLICATION PROCEDURE
The enclosed application form should also be completed.  Please do not send a CV as this will not be considered.  Applications should be returned to Melanie Jones, Human Resources Officer, South Worcestershire College, Davies Road, Evesham, Worcs WR11 1LP 

PLEASE NOTE:
 Candidates who do not receive an invitation to interview within four weeks of the advertisement are asked to assume that they will not be called.  Full consideration is given to every applicant, but no formal notification of the result is made to unsuccessful candidates.   If you require confirmation of receipt of your application form, please enclose a stamped addressed envelope.
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