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DUTIES AND RESPONSIBILITIES:

1. To liaise closely with the line-manager and internal verifier to ensure that learners achieve their full NVQ/framework within an agreed time scales 

2. To efficiently and effectively co-ordinate appointments, working flexibly (weekends and evenings) when required


3. Provide regular support and guidance to learners and record progress on visit logs.  Feedback progress to line manager and employers.  

4. Ensure correct Guided Learning Hours required for each learner are recorded and evidenced.

5. Perform the role of assessor in accordance with A1 standards and occupational assessment strategy.

6. To manage retention and achievement of learners allocated to your caseload.  Ensure that monthly achievement targets are achieved.

7. To deliver off-job training, including technical certificates and key skills, as and when required, keeping employers and learners informed of progress. 

8. To monitor on-job training to ensure that the required skills and knowledge are covered to keep employers informed of progress.

9. To complete all required administration weekly/monthly monthly and submit to appropriate person by agreed timescales.  Providing regular written and verbal reports to line manager.
10. Motivate learners to ensure success.

11. To comply with quality standards and procedures, LSC operating/funding guidance and all Awarding Body requirements.
12. To deliver activities in line with the Common Inspection Framework and other professional and service standards required by Third Star.
13. To attend relevant team meetings as and when required to do so.

14. To contribute to the areas self assessment and development plan.

15. To put forward constructive proposals to increase business, improve quality procedures and improve efficiency relating to any area of the business as appropriate.

16. To provide a professional customer service to both internally and externally.

17. To take responsibility for one’s own professional development and continually update as necessary.
18. To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

19. To comply with all Health and Safety policy, child protection and Risk Assessment policy and legislation in the performance of the duties of the post.

20. To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  
21. To comply with all aspects of the Data Protection Act.

22. To adhere to Third Stars policy on Intellectual Property. 

23. To carry out any other reasonable duties within the overall function, commensurate with the position and level of responsibility.
24. To comply with all aspects of Third Stars policy on Child Protection and Working with Vulnerable Adults
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