JOB







COATBRIDGE
DESCRIPTION




COLLEGE
Job Title:
Work Based Assessor -


Grade: FP 25 

Business & Management (Supply Pool)
Location:
Business & Management


Responsible to:
Faculty Director

Reports to:
Curriculum Leader

	OVERALL PURPOSE: To support the Business and Management Section in carrying out candidate SVQ assessments.


	STAFF RESPONSIBILITIES:  Nil


	SPECIFIC RESPONSIBILITIES:

· To plan, produce and modify assessment plans with the agreement of candidates;

· To negotiate and carry out assessments, including direct observation of candidates in their workplace;

· To manage and achieve trainee targets;

· To be part of the team providing workshops to support candidate learning and achievement;

· To actively seek out new candidates to undertake Vocational Qualifications;

· To provide administrative support towards the College’s internal verification procedures;

· To assist staff in the preparation for external verification; 

· To liaise with the relevant workplace representatives in relation to candidates;

· To liaise with Health and Safety staff regarding work-place Health and Safety matters;

· To work at all times to support the College’s Inclusiveness Policy;

· To attend all meetings related to the successful implementation of the Business and Management Section’s operational plan;
· To attend and participate in relevant staff development opportunities to ensure that personal CPD is maintained;

· To undertake such duties and responsibilities as allocated by the Principal and/or his representative;
· The jobholder is required to take reasonable care for the safety and health of themselves and others who may be affected by their acts; and to coordinate with management in the promotion and maintenance of health and safety measures.

The above list is not exhaustive and is only indicative of the duties and responsibilities of the post holder.  Job descriptions may be reviewed and amended in order to meet changing organisational needs and objectives.




Prepared by:  C Flynn
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PERSON


COATBRIDGE
SPECIFICATION




COLLEGE
Job Title:
Work Based Assessor -


Grade: FP 25 

Business & Management (Supply Pool)
Location:
Business & Management


Responsible to:
Faculty Director

Reports to:
Curriculum Leader


Essential:
   Desirable:
	Qualifications


	Business, Management, Accounts and/or Administration qualification to Degree/HND Level or equivalent.

A1 Assessor qualification (or working towards the qualification).


	Accounting qualification.

Accounting body membership.

	Work experience
	Relevant post qualification experience in a Management, Business, Accounts and/or Administration role.

Experience of undertaking assessor work.
	A background in Finance/Accounts.

Excellent IT skills including knowledge of e-portfolios.



	Special Aptitudes


	Ability to work using own initiative.

Sound organisational and planning skills including meticulous record keeping skills.

High level of interpersonal and communication skills.

Computer literate.

Excellent communication and interpersonal skills with the ability to be self-motivated.

Ability to work as part of a team and influence and motivate others.


	

	Interests


	
	

	Disposition/

Attitude
	Ability to commit to flexible working hours to include occasional evenings and weekends.

Possession of a full driving licence is essential.

Strong commitment to developing quality standards.

Willingness to participate in Continuous Professional Development.

Demonstrates effective customer care skills and is approachable, adaptable and tactful in their approach.

Positive, enthusiastic, resilient, flexible and committed to a proactive approach.
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