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	JOB DESCRIPTION



Job Title:
Assessor: Brickwork 
Responsible To:
Head of School: Construction and Built Environment
Job Purpose:         To undertake work place based assessment on behalf of the school of
Construction and Built Environment                          

Principal Responsibilities

1.

To carry out work placed assessment and verification of candidates including obtaining witness testimonies and oral testing of underpinning knowledge; 
2.   
To up-date knowledge of appropriate awarding body units at all levels;
3.   
To work closely with candidates providing support and detailed feedback;
4.   
To liaise with FE coordinators and outside agencies on candidate issues;
5.   
To help candidates with the preparation of portfolio of evidence (arranging format, cross-referencing etc);
6.   
To organise visits and meetings with candidates/employers as required;
7.   
To participate in all in-house administration duties i.e. record keeping, registration, certification, organise visits and meetings with candidate/employer;
8.   
To promote knowledge of key skills;
9.   
To attend regular meetings as required e.g. Course team, quality, learner reviews, parents evening and INSET events;
10.
To promote and market the services of the School of Construction and Built Environment to increase learner recruitment.

College Responsibilities 

1. To actively promote the Diversity agenda within the College;
2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all College quality systems; 

4. To contribute to and represent the overall visions and values of the College;
5. 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;
6. 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;

7. To adhere to all College policies and procedures;
8. To undertake professional development as required; and
9. 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.

