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Job Title:


Assessor

Responsible to:

Regional Director

Location:


Various

Scope


To provide flexible support to learners in the workplace to ensure achievement of qualifications in accordance with agreed targets.  Assessors must be willing to travel to meet the requirements of the role. 
Position Purpose

Reporting to the regional director you will be responsible for providing a first class assessment service in the following occupational areas: Retail; Business Administration; Customer Service; Management; Training and Development, across the relevant geographic area. 
Job Specification
· Carry out business development activities on an ongoing basis and communicate with your line manager regarding activities
· Follow up all leads for the recruitment of employers/learners within 7 days, reporting the outcome of contact to your line manager

· Carry out an initial assessment /identification of training needs (ITNs) to ensure the appropriate training is identified for all learners and identify whether additional support is required.
· Carry out an induction into the training programme for all learners.

· Deliver appropriate training in accordance with the NVQ standard to enable the learner to demonstrate the appropriate skills and knowledge relevant to the qualification to be achieved.

· Prepare the learner for assessment in their chosen qualification through support, mentoring and coaching in accordance with the relevant awarding body and NVQ Code of Practice.

· Ensure that all training materials and equipment relevant to your programme are available, in stock and/or properly maintained.

· Ensure learners comply with all H&S and Equal Opportunities legislation and policies set by various interested parties.

· Undertake periodic reviews with the learner to monitor learner progress and report progress to learner’s Employer.

· Complete all appropriate documentation relevant to the qualification and learner’s progress in a timely manner and in accordance with 
· Company policy and the requirements of the awarding body to ensure internal verification can be undertaken and funding can be claimed.
· Attend appropriate CPD events/activities as outlined by your line manager.

· Ensure the well-being and safety of the learner throughout their period of training.

· Maintain regular contact with your line manager and ensure diaries/schedules are updated regularly and as appropriate.

· Prepare periodic reports and attend regular meetings on achievement levels, learner progress etc.

· Carry out all duties and work in accordance with the business improvement procedures operated by the Company

The post holder may be required to undertake other such responsibilities as are reasonably commensurate with the status of this post.

Person Specification 
· Qualified to A1 Assessor Award or equivalent preferred.
· Teaching qualification - Cert Ed, or willing to work towards qualification.

Experience

· Current experience working within a retail/customer 
service/administration/management role, is essential. 
· Must have knowledge/experience of Modern Apprenticeships.

· Supervisory experience 


Skills/Competencies

· Highly developed inter-personal and communication skills. 
· Ability to prioritise demanding workloads and pay attention to detail. 
· Good time management skills. 
· Self-motivated, enthusiastic team player. 
· Flexible and positive approach. 
· Numerate and have a good working knowledge of Microsoft office packages. 
Other Requirements

· Must have a full driving licence and access to a vehicle and be willing to travel across the geographical area. 
· Must be clean, smart and presentable at all times - there is an expectation that the candidate will be of smart dress when meeting clients and learners.

· Must be IFL registered and must provide certification and IFL number 

Salary 

Dependent upon experience and qualifications
Benefits 

Attractive benefits package including 20 days holiday, plus public holidays, increasing in line with service, pension scheme, flexible working, bonus scheme, expenses and allowances.
Start Date
September
Apply By

Please send your CV and covering letter to Clare Kirkham, HR Officer, B-Skill Ltd, Chaucer Buildings, 57 Grainger Street, Newcastle upon Tyne, NE1 5JE, alternatively please email to; clare.kirkham@b-skill.co.uk
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