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Job Description
	Job Title:
	Assessor

	Location:
	Leeds City College Deacon House / Enfield / community centres

	Salary:
	LC6

	Reports to:
	Head of Department

	Staff responsibilities:
	None

	Working hours:
	37 hours per week

	Probation period:
	6 Months

	Safeguarding:
	All posts are subject to an enhanced Disclosure and Barring Service check. 


CORE RESPONSIBILITIES:
· To complete assessments of new learners for placement into classes
· Keep accurate assessment logs of new students
· Effective and efficient management of appointments, schedule and learner caseload.
· Manage group sizes to ensure all groups are infilled throughout the year to maximise efficiency.

· Work with the Head and admin to ensure the department achieves its annual budget

· Liaise with third parties (DWP, schools, employers, council, etc) to enhance partnerships where new learners are referred
REPORTS TO:

Head of Department
STAFF RESPONSIBILITIES FOR:

None

MAIN DUTIES:

Assessment of new learners
1. Work with the Head and admin to ensure the department achieves its annual budget
2. Liaise with third parties (DWP, council, etc) to enhance partnerships where new learners are referred
3. To coordinate with admissions staff the appointment slots for new students applying for courses and interview students. Maintain a tracking sheet with assessment outcomes and update online interviews.
4. Monitor all group sizes in the provision to ensure all groups are infilled throughout the year to maximise efficiency.
5. Lead on bulk interviews with departmental staff during non-teaching weeks.
6. To ensure assessment and internal quality assurance processes are followed in accordance with the quality standard required by Awarding Organisations and Leeds City College policies and procedures
7. To demonstrate high academic standards in assessment and in the preparation and use of resources to meet a range of learner needs. This will include the production of new materials to match any new framework/standards and the sharing of such materials.
8. To meet quality assurance requirements of funding organisations and Leeds City College  procedures with regard to accurate completion and maintaining of learner records
9. To carry out all aspects of the learner journey - Initial assessment and guidance, enrolment, training and assessment, review of progress and final advice and guidance
10. To ensure assessment meets the performance/achievement targets as set by the college/department and the full range of learner needs
11. Maintain CPD in subject specialist knowledge and skills to ensure training and assessment conforms to current best practice
12. Maintain and promote up to date knowledge of new developments in learning and assessment strategies, inclusiveness and widening participation
13. To attend all standardisation, information and development meetings and activities in relation to roles and responsibilities
14. To follow and keep up to date all necessary procedures for the accurate completion and maintenance of learner records and verification as required

15. To ensure assessment and IQA processes are followed in accordance with the quality standard required by both awarding organisations and LCC procedures.

16. To provide robust learner progress information as and when required, ensuring all record keeping is up to date.

17. Produce reports as required by the needs of the department.

Pastoral
1. Ensure all College systems to support and care for learners are utilised to maximise inclusion, timely achievement and learner progression

2. Help to ensure learners are aware of and uphold College regulations and policies

3. Initiate actions in line with procedure if any misdemeanours or infringements of College policy occur

4. Ensure learners are aware of the wide range of college professional guidance, safeguarding and counselling services

5. Make appropriate referrals if additional learning/social needs and safeguarding issues are identified while learners are on programme
General
1. Co-operate in any staff development activities as required to effectively carry out the duties of the post and to participate in College staff review and development schemes.

2. Compliance with all College policies and procedures.

3. Comply with all legislative and regulatory requirements. 

4. Promote a positive image of the College and maintain a professional manner at all times
5. Any other duties commensurate with the level of the post, which may be required from time to time.
Safeguarding
1. To contribute to safeguarding of learners, self and staff while carrying out duties, and report any concerns in accordance with college policy and maintaining confidentiality
2. To provide information and support for learners to promote safeguarding in the workplace, and to provide documented evidence of this as appropriate
Equality and Diversity
1. To promote equality of opportunity for all learners and potential learners, and to carry out duties in a manner which recognises diversity and the individual needs of each learner, and promotes positive outcomes for individual learners, with appropriate teaching and assessment support as individualised to each learner
2. To follow procedures which document activity and learner support in this area as part of the audit process.
NOTES:

Safeguarding Children and Vulnerable Adults

Leeds City College has a statutory and moral duty to ensure that the College functions with a view to safeguarding and promoting the welfare of children and young people studying at the College. The post holder will be required to commit to the College child protection policy and promote a safe environment for children and young people learning within the College.   All posts are subject to enhanced Disclosure and Barring Service check.  However, 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 offences.

Equality and Diversity

All employees of Leeds City College are required to promote equality and diversity in all aspects of the job.  Specifically the job holder will be required to support the College to meet the General Equality Duty under the Equality Act 2010 to:

· Eliminate unlawful discrimination, harassment and victimisation and other conduct prohibited by the Act.

· Advance equality of opportunity between people who share a protected characteristic and those who do not.

· Foster good relations between people who share a protected characteristic and those who do not.

The protected characteristics are:  Age, Disability, Gender reassignment, Marriage/Civil Partnership, Pregnancy/Maternity Leave, Race, Religion or Belief, Sex, Sexual Orientation.

Health and Safety

It is the responsibility of all employees to co-operate with the College management in meeting the objectives of providing a healthy and safe place of work.  Therefore all staff must carry out their work with reasonable care for the health and safety of themselves and other people.  Accidents or near misses must be reported and safe working procedures must always be followed.

1. Duties will inevitably develop and change as the work of the College changes to meet the needs of our service.  Employees should therefore expect periodic variations to job descriptions, Leeds City College reserves this right.  This job description will be supplemented on a regular basis by individual objectives derived from College strategies.
2. Where an applicant or existing employee is, or becomes, disabled (as defined by the DDA) and informs the College fully of their requirements, reasonable adjustments will be made to the job description wherever possible.
	GENERAL TERMS AND CONDITIONS OF POST


	Working Hours:
	37 hours per week 


	Probation Period:
	6 months subject to periodic reviews

	Special Conditions of the Post:
	Some evening, weekend and bank holiday work may be required

	Job Description

	Compiled By:
	Leeds City College - 

	Compilation Date:
	October  2023
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Person Specification
	Job Title:
	Assessor

	Department
	Adult & Communiity


The specific qualifications, experience, skills and values that are required for the role are outlined below.  You should demonstrate your ability to meet these requirements by providing clear and concise examples on the application form. Each criteria is marked with whether it an essential or desirable requirement and at which point in the recruitment process it will be assessed.

Methods of Assessment:

A = Application Form, I = Interview, T = Test or Assessment, P = Presentation, C = Certificate
	Qualifications & Attainments 



	Essential (E) Desirable (D) 
	Criteria
	Method of assessment

	E
	Q1.
Qualification(s) as required by the Assessment and Verification Strategy of the programme(s) on which they will be assessing

	A/C 

	D
	Q2.
Assessing Qualification ( most up to date ) if the appointee does not hold an IQA qualification, they will be required to gain the appropriate internal quality assurance qualification within 1 year of appointment.

	A /C/ I

	E
	Q3. Level 3 qualification or equivalent in main subject area or significant current occupational experience in the main subject area


	A / C


	E
	Q4.
Level 2/3 qualification in Functional Skills Maths and English, ICT ( or achieve within 10 months of appointment)

	A / C/ I

	Experience & Knowledge

	Essential (E) Desirable (D)
	Criteria
	Method of assessment


	E
	EK1.
Up to date industrial experience required by the Assessment Strategy of the programme(s) on which they will be assessing
	I / P

	E
	EK2. 
Experience of assessing relevant qualifications with candidates in the workplace
	I

	E
	EK3. 
Experience of developing assessment and learning resources (including use of IT)
	I / P

	E

	EK4. 
Experience of forging relationships with employers                and demonstrate high level of sustaining those over a period of time
	I

	E

	EK5. 
A thorough understanding of all the required Quality/Awarding Organisation systems and procedures for the main subject area and evidence to support
	I

	Skills & Competencies



	Essential (E) Desirable (D)
	Criteria
	Method of assessment

	E
	SC1. 
A thorough and up-to-date knowledge of relevant work based qualifications and relevant frameworks
	I/P

	D
	SC2.
Knowledge of current awards:  for example Apprenticeship, QCF qualifications, as required in subject area
	I

	D
	SC3.   Substantial experience in the delivery of programmes in the workplace and delivery methods
	I

	E
	SC4. 
Excellent administration, organisation and time management skills
	P

	E
	SC5.   Ability to manage own caseload, prioritise tasks and problem solve
	I

	E
	SC6.   Demonstrate ability to lead and motivate learners
	I

	E
	SC 7.  Able to demonstrate learner achievement and progression
	I 

	E
	SC8.
Excellent interpersonal skills
	I / P

	D
	SC9.
A commitment to continuous Quality Improvement and the required systems and procedures to support this
	I / P

	D
	SC10.
Relevant and current evidence of CPD to meet awarding body and sector specific requirements
	I

	D
	SC11.
Flexible and responsive approach to delivery to meet employer requirements which may include working outside normal office hours
	I

	Behavioural, Values & Ethos



	Essential (E) Desirable (D)
	Criteria


	Method of assessment

	E
	Support and promotion of equality, diversity and inclusion
	I

	E
	Promotion of a safe environment for children, young people and vulnerable adults to learn in
	I

	E
	Commitment to the PREVENT agenda
	I

	E
	Commitment to professional standards
	I

	E
	Commitment to restorative practice approaches
	I


