Trainer/Assessor – Functional Skills


Job Description
(This is a description of the job as it is as present constituted.  It may be necessary, from time to time, to update job descriptions to ensure that they relate to the job as then being performed.  Therefore, management reserve the right to make changes to your job description, commensurate with your grade/level in the organisation, after consultation with you).

	Post title
	Trainer/Assessor – Functional Skills

	Reports to
	Operations Manager 

	Department
	EPNE Training

	Grade
	SCP 26-29

	Contract
	FT/PT, Permanent

	Location
	North East and Tees Valley


ROLE PURPOSE
	· EPNE Training is the adult skills training arm of Education Partnership North. Delivering a proactive, and high-quality response to strategic skills priorities, industry and workforce needs all year round throughout the Northeast. 
· To train adult skills learners in the development of skills, knowledge and behaviours within Maths, English and Digital Skills from Entry Level to Level 2.
· Maintaining and assessing a caseload of learners, completing the assessment of work in a timely manner and agreeing action plans leading to successful outcomes.
· To ensure compliance with the end-to-end learner journey and the requirements of the appropriate qualification, funding body, awarding organisations and the college. 
· To support quality assurance and quality improvement processes, maintaining our high percentages of achievement and retention across all programmes.
· To undertake any other duties as may be deemed to be commensurate with the grade of the post and any other related activities that impact on learning effectiveness.  




KEY ACCOUNTABILITIES 
	Main Duties & Accountabilities
· Prepare and deliver functional skills Entry level 3 to Level 2: English, Maths, Digital Skills.
· Involved in the design and delivery of an effective Functional Skills curriculum.
· Prepare and deliver session plans and appropriate course materials.
· Review initial assessments to determine learners’ levels of competence resulting in the preparation of Individual Learning Plans (ILP).
· Monitor the progress of individual learners, providing appropriate levels of guidance, support and counselling, to ensure purposeful and effective learning programmes are maintained.
· Develop and deliver programmes, ensuring that the necessary educational, organisational and administrative activities are completed.
· Regularly assess, monitor, review, evaluate and adjust ILP’s when necessary.
· Prepare and adapt teaching materials including handouts, assignments, booklets and assessment papers, to enable all learners to progress.
· Work with curriculum lead to create new learning materials to meet the needs of the learners.
· To work collaboratively alongside other staff.
· Ensure the successful progression of learners maintaining effective liaison/relations with line management.
· Assist with Quality Assurance Systems ensuring organisational compliance against appropriate standards for use in external provision.
· Maintain organisational standards/administrative procedures relating to training, financial and quality record systems.
· Ensure the level and condition of equipment is appropriate for the delivery of effective learning programmes.
· Ensure learning and assessments are provided in a safe working environment ensuring compliance with all Health and Safety legislative requirements.
· To uphold outstanding expectations as an FE provider in a professional, competent, helpful and polite manner, always maintaining strict confidentiality.
· As an integral part of the delivery team, maintain a flexible, involved and supportive role in the work of the organisation, undertaking any other duties that may reasonably be required by management.
· Invigilate exams when needed.
· Actively participate in and promote the safeguarding of children and young people
· Keep up to date with changes to national standards

What does good look like for this role?
· An understanding of different learning styles
· Able to manage own time and work effectively to meet deadlines.
· Able to prioritise workload.
· Work as part of a team.
· Improve the attitude and engagement of learners
· Drive outstanding outcomes for your learner





GENERAL 
	· Travel to other locations to attend meetings and meet with the teams when required. 
· To work at any of the College sites, community, and employer locations on a temporary or indefinite basis. 
· To undertake such duties as are reasonably allocated, appropriate to the grade of the post.
· To take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults. 
· To uphold British Values, the college values and responsibilities regarding equality and diversity.
· To understand and adhere to college Health and Safety policies and guidelines ensuring compliance with statutory legislation.
· Undertake such other duties as may be reasonably required.
· Comply with all appropriate policies and complete mandatory training timely. 
· Take appropriate measures to ensure the confidentiality, availability and integrity of group data and systems.
· Report any suspected (or actual) phishing data breaches, or unusual activities.
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	Person Specification

	ASSESSMENT METHOD

	
	Essential
	Desirable
	
	Certificate
	Application Documents
	Reference
	Selection Process

	Qualifications
	
	

	A1 or TAQA 301 Assessor Award or willing to work towards
	
	«
	
	«
	«
	
	

	V1 or TAQA 401 or willing to work towards 
	
	«
	
	«
	«
	
	

	Sector subject competency qualification at level 3 or above
	«
	
	
	
	«
	«
	«

	Evidence of continuous professional development
	«
	
	
	«
	«
	
	

	Level 2 (or GCSE or equivalent) qualifications in English and Maths
	«
	
	
	«
	«
	
	

	Experience
	
	
	
	
	
	
	

	Experience of successful training delivery
	
	«
	
	
	«
	«
	«

	Experience of delivering qualifications 
	
	«
	
	
	«
	«
	«

	Experience of IQA and EQA processes and procedures
	
	«
	
	
	«
	
	«

	Good understanding of teaching and learning strategies
	«
	
	
	
	«
	«
	«

	Skills/ Knowledge/ Aptitude
	
	
	
	
	
	
	

	Have a good knowledge of distance learning qualifications, processes, and procedures
	«
	
	
	
	«
	«
	«

	Excellent IT skills
	«
	
	
	
	«
	«
	«

	Excellent organisational and time management skills
	«
	
	
	
	«
	«
	«

	Excellent interpersonal skills
	«
	
	
	
	«
	«
	«

	Demonstrate successful outcomes for learners 
	«
	
	
	
	«
	«
	«

	Demonstrate understanding of the need to share good practice
	
	
	
	
	
	
	

	Personal Attributes
	
	
	
	
	
	
	

	Suitable to work with children and young people
	«
	
	
	«Criminal records check via DBS
	«
	«
	«

	Proven ability to interact effectively with all members of the college community 
	«
	
	
	
	«
	«
	«

	Ability to work with a wide range of learners to motivate successful achievement
	«
	
	
	
	«
	«
	«

	Commitment to providing a high standard of service
	«
	
	
	
	«
	«
	«

	Proven ability to develop and maintain highly effective professional relationships
	«
	
	
	
	«
	«
	«

	To take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults.
	«
	
	
	
	«
	«
	«

	To uphold British Values, the college values and responsibilities with regard to equality and diversity.

	«
	
	
	
	«
	
	«

	To understand and adhere to college Health and Safety policies and guidelines ensuring compliance with statutory legislation. 

	«
	
	
	
	«
	
	«

	Proven ability to interact effectively with all members of the college community 
	«
	
	
	
	«
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