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JOB DESCRIPTION
JOB TITLE: Assessor/tutor (Trainee) Youth and Community
POSTHOLDER: 4 days, with 1 day dedicated to training and development
ACCOUNTABLE TO:  Manager 
_______________________________________________________________

Job purpose: 
To plan, deliver, assess and review the learning and support for learners. 

Contractual Responsibilities:

Contractual responsibilities are essential to the continued funding of courses through the various contracts Third Star holds.
1. To undertake effective planning and preparation.
2. To provide an outline timetable for forthcoming teaching and tutorial sessions to be included in the learners’ induction pack and Third Star events calendar.

3. Ensure each cohort of learners receives a fully planned course including the following components:
· Initial assessment (Basic and Skills Scanning)

· Additional learning or social needs assessment/plan

· Individual learning plans, ensuring clear targets

· Timetable of tutorials and ‘off the job training’ sessions

· Induction to the course

· Employer/placement induction, ensuring that learners can meet performance criteria, range; that health and safety, safeguarding, supervision and welfare of learners meets legal requirements
· Support in building a portfolio, writing assignments and undertaking ‘tests’

· Support to meet the underpinning knowledge requirements of Key Skills/Functional Skills, the Technical Certificate, and the NVQ, through tutorials, teaching sessions & resources

· Assessment and Review of learning (including the preparation for IV and EV and exams)
· Achievement, Certification, Exit and Progression
4. Develop and prepare dedicated course materials including schemes of work, lesson plans, resources and handouts mapped to the learning journey, standards and assessment criteria.
5. Utilise a range of online resources, projects and challenges available to support learners to meet their learning aims
6. Ensure that all learners have an Individual Learning Plan and it is integrated into teaching, learning and assessment activities.
7. To ensure each learner has clear guidance and a clear qualitative assessment

framework in order to achieve their learning aims.
8. Prepare for functional skills, influence the design of Key Skills sessions.
9. To manage and maintain up to date records that demonstrate the learning journey and learner’s individual progress in measured and a RAG (red amber, green, rating is applied)
10. To ensure that amber and red progress/incident reports are completed for all incidents and issues which need to be referred to the Delivery Team/Manager.
11. To provide monthly reports on ‘contact’, progress and achievement for each individual learner no later than the last Friday of each month to be provided to the
Manager.
12. To ensure learner and employer evaluations are completed every six months and at the end of learning activity, and to summarize learner feedback.
14. Provide regular support and guidance to learners and record progress on visit logs.  Feedback progress to line manager and employers.  

15. Ensure correct Guided Learning Hours required for each learner are recorded and evidenced.
16. Perform the role of assessor in accordance with A1 standards and occupational assessment strategy.

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

18. Keep employers informed of progress. 

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

Assessment and accreditation
1. The headline target is for all learners to achieve their learning aim, as documented on their ILP.
2. To be aware of the timetable in relation to internal/external verification of learners portfolios and dates for internal and external verification and external moderation.
3. To ensure that all learners portfolios and digital files are prepared and ready for internal and external moderation/verification.
4. To liaise with the Office Co-ordinator and Administrator and be aware of arrangements for the registration and assessment for all components of the course including initial assessment, NVQ, functional or key skills, technical certificates, additional and specialist learning.
5. Undertake administrative and organizational duties associated with teaching, delivery and assessment of the course within a clear framework including the marking of learners work and the storing and filing of learners work/records.
6. Commit to an ongoing process of continuing professional development to be discussed on an individual basis with the Manager. All Assessors/tutors must be CRB checked, registered with IfL and be appropriately qualified or be enrolled on a course to gain a relevant qualification.
7. To comply with quality standards and procedures, LSC operating/funding guidance and all Awarding Body requirements.

General Duties:
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. Motivate learners to ensure success.

4. To deliver activities in line with the Common Inspection Framework and other professional and service standards required by Third Star.

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

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

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

8. To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

9. 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.

10. 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.  
11. To comply with all aspects of the Data Protection Act.

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

13. To carry out any other reasonable duties within the overall function, commensurate with the position and level of responsibility.

14. To comply with all aspects of Third Stars policy on Child Protection and Working with Vulnerable Adults
15. To adhere to Third Stars employee Handbook and guidance contained within the Quality Assurance Manual. 
16. To attend monthly team meetings and any other Third Star meetings your are invited to attend.









  Job Description - Assessor





�









- 3 -


