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Job Description

Job Title:
Essential Skills Tutor/ Assessor
Responsible to:

Pathways Training Manager
Job Purpose:
To deliver and assess a range of Essential Skills qualifications to various groups of learners.
Principal Responsibilities
1. To deliver and assess a range of Essential Skills qualifications to various groups of learners;
2. To assess learner needs and plan a programme of delivery which meet their individual requirements;
3. To contribute to the development of the wider curriculum;
4. To assess and verify learners’ assignments and course work in relation to Work Based Learning (WBL) ;
5. To support learners with the preparation and maintenance of their WBL e -portfolio (including cross referencing evidence);
6. To complete and maintain accurate administrative documentation, both hard copy and digital, in a timely manner in line with the programme specifications e.g. registration of qualification, learner attendance records, examination entries, certification etc;
7. To monitor, review and record learner progress in line with contractual requirements; 
8. To liaise with the relevant QCF Assessors so as to evidence learners’ work produced as part of their Apprenticeship/QCF qualification;
9. To carry out work place assessment of learners using a range of assessment methods, where necessary;

10. To play an active role in quality assurance, including internal moderation and verification;

11. To liaise with Awarding Bodies and plan and prepare for External Quality Assessor visits where appropriate and as required;

12. To contribute to the development of the relevant curriculum;
13. To be responsible for programme performance and ensure contractual targets are met;
14. To carry out the monitoring of health and safety to ensure the safety and welfare of all learners;
15. To monitor all learner attendances and ensure supporting evidence is available for audit purposes;
16. To ensure effective file management in accordance with financial and quality requirements;
17. To maintain up-to-date knowledge of relevant Awarding Body requirements and changes to programme specifications; 
18. To effectively market provision to meet the needs of learners and employers to maximise contractual targets;
19. To attend regular team and staff meetings;
20. To keep abreast of changes in provision as directed by the Welsh Government and any other relevant external agencies;
College Responsibilities
21. To actively promote the diversity agenda within the College;
22. To promote and ensure safe working practices in line with Health and Safety requirements;
23. To take an active part in all College quality systems;
24. To contribute to and represent the overall visions and values of the College;
25. To comply with all College Information Security (IS) policies and procedures, attend relevant awareness training and to apply information security principles when dealing with staff and student information, in line with ISO standard 27001; 

26. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;
27. To adhere to all College policies and procedures;
28. To undertake professional development as required; and
29. To undertake other appropriate duties as required by the line manager.
It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the Human Resources Manager which may lead to revisions in light of the operational requirements of the College.

