JOB DESCRIPTION









	Department:

Business and the Leisure Economy


	Job Title:

Business Administration Assessor 



	Responsible to: 
Head of Curriculum Area


	Date:
August 2018 

	Responsible for:
N/A



	Purpose of job:

· To carry out candidate assessment on Business Administration programmes and apprenticeship frameworks / standards within the prescribed routines set by the awarding bodies and the College Quality Manual.
· To support and undertake Accounting apprenticeship workplace reviews.
· To support candidates through to successful completion of Business Administration qualifications and apprenticeships.
· To contribute to the development of work placements to support T-level provision.


	Responsibilities

A
Assessment

· To induct candidates and carry out Initial Assessment in accordance with College policy and awarding body guidelines. 

· To support and advise the College’s Business Development Unit in the recruitment of apprentices.

· To liaise with the College’s Contract Compliance Team to ensure timely completion of apprenticeship referrals.

· To assess candidates progress in accordance with College policy and awarding body requirements. 

· To carry out assessments both in College (if applicable) and the candidates’ workplace adhering to the NVQ and Work-based Learning Code of Practice.

· To prepare ILP’s, carry out regular reviews with candidates in accordance with distance learning criteria. 

· To participate in the delivery of training relating to relevant NVQ’s, apprenticeship frameworks and standards and when required to, enhance learning with one-to-one or small-group tutoring. 

· To liaise with externally appointed external verifiers, examining bodies and employers, including visiting the workplace
· To prepare materials suitable for the NVQ or apprenticeship standard to assist the candidates. 

B
Recording & Reporting 
· To keep and maintain accurate records of candidates’ progress as in Quality Manual.

· To complete, maintain and submit accurate records for all candidates, in line with contract requirements, in a timely manner.
· To regularly report to the Head of Curriculum Area on the progress and timely completion of candidates.
· To provide high-quality feedback to employers on the progress of their apprentices. 

C
Standards and Policies

· To work to guidelines of the College’s Equal Opportunities, Safeguarding and Health & Safety Policies.

· To assist East Riding College in meeting the equality and diversity targets.

· To work to relevant Quality Manual Standards.

· To maintain up to date knowledge of Awarding Body requirements.

· To participate in the course review process.

· To contribute to the marketing, promotions and enhancing of the profile of the programme area. 

· To work with employers to identify and engage learners.
D
General

· To safeguard children and vulnerable adults from harm and to report concerns in accordance with the College’s internal referral arrangements.

· To foster good relationships and advance equality of opportunity between different groups and eliminate discrimination, harassment and victimisation.     

· To deal professionally with colleagues and external partners as required.

· To ensure the confidentiality and security of all the College’s documentation and information.

· To attend training/refresher courses and meetings as required by the Line Manager

· To co-operate and take part in the College’s appraisal scheme.

· To perform such other duties as reasonably correspond to the general characteristic of the post and are commensurate with the level of responsibility.





EAST RIDING COLLEGE

PERSON SPECIFICATION FORM

POST TITLE:  Business Administration Assessor  
                                 DATE: August 2018
	Requirement
	Essential
	Desirable
	Proposed

Selection

Method*

	Experience
	
	
	

	· Recent relevant experience of assessing learners on Business Administration apprenticeship programmes within the workplace.

· Experience in the vocational area.

· Vocational experience in a classroom setting.

· Assessment and training of NVQ candidates.

· Internal Verification of NVQ’s.

· Functional skills experience.
	Y

Y

Y

Y

Y
	Y
	A/I

A/I

A/I

A/I

A/I

A/I

	Education/Training/Qualifications
	
	
	

	· Level 3 Business Administration.

· TAQA Assessors Award or hold A1/A2 or D32/33 and have been updated to TAQA standards. 

· Level 2 (or equivalent) Literacy & Numeracy

· Hold or be working towards a recognised teaching qualification at Level 3 or above e.g. PTLLS.
	Y

Y

Y


	Y
	A/I

A/I
A/I

A/I



	Specialist Knowledge
	
	
	

	· Evidence of recent professional development.

· Awareness of current curriculum and sector developments including apprenticeship standards
· Knowledge of a range of related qualifications
· Knowledge of the educational environment.
	Y

Y

Y

Y
	
	A/I

A/I

A/I

A/I

	Skills
	
	
	

	· ILT skills including Word, Excel, Outlook, Moodle, Internet and Power Point

· Interpersonal skills

· Communication – verbal & written skills

· Presentation skills

· Administrative & organisation skills to enable coordination of the workload.
	Y

Y

Y

Y
	Y
	A/I

A/I

A/I

A/I

A/I

	Qualities
	
	
	

	· Learner focused

· Highly effective communicator

· Enthusiasm and commitment

· Professional

· Flexible and adaptable

· Able to work on own initiative 

· Able to deal effectively with new challenges

· Able to develop effective working relationships

· Able to work under pressure and prioritise
· Suitable to work with children, young people & vulnerable adults
	Y

Y

Y

Y

Y

Y

Y

Y

Y

Y
	
	I

I

I

I

I

I

I

I

I

I

I

	Working arrangements and availability
	
	
	

	· Flexibility towards working hours.

· Participation in promoting provision.

· Willingness and ability to travel between sites.

· Willingness and ability to travel to work placements, meetings and to arrange and take part in learner/employer visits.
	Y

Y

Y

Y
	
	A/I

A/I

A/I

A/I



*
A=Application Form

I=Interview



COMPLETED BY: Human Resources


Signature

APPROVED BY:  Principal and Chief Executive

Signature


