
	Assessor  

	Please note that in line with our Safeguarding Policy there is a requirement that all positions are subject to an enhanced DBS check

	Job Details

	Location:
	  Skills for Growth – cross site

	Reports to:
	  Hairdressing Team Leader

	Main Purpose of Job

	1. To manage a cohort of employers and maintain an excellent professional relationship
2. To visit employers on a regular basis to assess and review apprentice learners    

3. To ensure learners are motivated and progress through their qualifications to complete on time   

4. To identify opportunities to increase business        

5. To identify and provide necessary learner support     

6. To liaise with tutors and team leader to ensure all learners have a successful and enjoyable 

experience    


	Supervisory Responsibilities/Position in Structure

Attached outline organisation chart or other appropriate information


	Job Objectives – main duties
	
	


	Assessment

· Assessment of cohort of learners – calculated according to min of 2 visits per full potential assessment day; allowing for one day planning, preparation and file activity.
· To carry out introductory visit to all new learners/employers within 3 weeks of commencing their programme (date on PICS).
· To maintain accurate outlook diary so it reflects assessment activity and visits carried out; any changes to visits should be altered so Salesforce can pick up the correct information; to update MIS team until Salesforce is live.
· To upload all assessed work onto learner e portfolio within 2 weeks.
· To ensure that all learners are working towards their “planned end date” (PED). 

· To plan and organise last assessment activity so it is carried out in good time to allow for IQA activity and meet claim cut off dates.
· To be aware of claim dates and deadline for submission of achievements; to ensure that achievements are passed to IQA in full with all relevant components in place to avoid claim issues/delay.
· To have excellent communication with learner tutors to ensure clarity on progress towards Functional Skills is known for each review.
· To bring to Team Leader attention any issues which may impact on achievements as early as known. Flexibility required at all times to ensure learners and employer needs are met and to take account of any unforeseen circumstances. 

· All relevant standardisation activities to be attended.
· To participate in EV visits as requested and to respond to EV feedback/recommendations for improvements.
· To action any IQA feedback within agreed timescales.
Learner Files & Reviews

· To ensure a clear understanding of audit/funding requirements in relation to learner files and make sure that they are taken out to every visit so files are of excellent quality and audit ready at all times.
· Learner files to be taken on every visit to a learner.
· Reviews to be of excellent standard; carried out to internal and external quality requirements; all signatures to be collected at time of visit. 

· To ensure that E & D is explored with learners at every visit and recorded on the review paperwork.

· Targets for learner achievement should be SMART and reviewed at every visit on progress, carry over and new targets set.

· Reviews should be clear and free from jargon in terms of learner progress and what they need to achieve to complete so both the learner and employer have clarity.

· To complete learner file audit actions within two weeks and returned to appropriate MIS for checking and updating central audit spread sheet.

· Ensure that information on file is clear and carefully checked for spelling and grammatical errors.

· Ensure that the file fly sheet is updated on any issues so it tells the learner story.

Learner Support

· To identify learners who require additional support – to complete ALSN form and pass to Team Leader for immediate intervention and support plan.

· To be aware of the support plan in place for learners and to ensure purple support sheets are completed to reflect any additional support given during visits.

· To identify any learner issues which may impact on achievement and retention with the team leader ASAP; to carry out activities to retain and encourage achievement.

· To work with any out of placement learners in cohort to ensure they are actively employed and back on track.

Employer Relationship Management & New Leads for Learners/Employers

· To use and maintain Salesforce frequently as required by the organisation to ensure all employer activity is captured and processed.

· To cultivate excellent relationship management with own cohort of employers; identifying potential opportunities for progression; work experience; additional starts.
· To achieve monthly start targets (new learners or new employer leads) as agreed with your line manager.

· To ensure that new leads are passed on according to organisation process.

· To ensure that Employers Insurance Details and Training Agreements are up to date.
· Ensure fully up to date with all programmes offered at Skills for Growth and to ensure marketing material is available to employers at all times.
Other

· To ensure email communication is checked frequently during time out the office.

· To attend all weekly team meetings and all monthly staff meetings to ensure fully informed of team/organisation issues/updates and performance against contract.

· To keep CPD up to date to ensure Awarding Body Requirements are maintained.
· To hold commercial sessions once per week for a number of assessment opportunities. To ensure Links is fully stocked and maintained for commercial sessions and client appointments are appropriately managed. To identify and co-ordinate any necessary promotional activities to increase clientele base.

· To contribute to promoting the welfare and safeguarding of young people and equality and diversity in the organisation.
· To work in a non-judgemental or discriminatory way.
· To form positive supportive relationships with colleagues.
	
	

	Special Requirements – Person Specification

	Qualification/education level required:
	NVQ L3 in Hairdressing or equivalent occupational experience
TAQA Certificate in Assessing Vocational Achievement or equivalent
A-C Grade GCSE maths and English or equivalent would be an advantage

	Experience required
	Minimum occupational experience of 5 years

	Specialist training required
	Any training in the following would be an advantage:
Hair Extensions

Specialist Scalp Services

Barbering

	Aptitude/skills required
	The individual must have advanced hairdressing skills with knowledge of current trends, techniques and products. They must have a technical ability across a range of services and demonstrate excellent customer service skills.

	Personal Style and behaviour:

Individual must demonstrate the ability to work effectively and deliver quality work under pressure in a changing environment. The individual will need to work collaboratively with other colleagues/teams and to have empathy in order to engage effectively with the young people. Flexibility, initiative and strong self-management skills are important attributes to succeed in this role. 


