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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

Post Reference: 0005-24

Reports to Work Based Learning Manager
Department Apprenticeships

Grade 026-029

Contract Permanent

Location Any College Campus

OVERALL PURPOSE

To inspire, motivate and coach apprentices, monitoring and assessing their progress on every
element towards successful timely completion and achievement of the apprenticeship. To design,
develop and deliver training / workshops as a key part of the off the job training, support the WBL
Manager in implementing quality improvement processes and support the Business Development
function by playing a key role in engaging employers to support growth and employer satisfaction.

ROLE PURPOSE

e To coach apprentices on a one-to-one basis and support the development of the skills,
knowledge and behaviours as defined within the relevant apprenticeship.

e To monitor and assess the progress of Apprentices.
To ensure compliance with the end-to-end Apprenticeship journey and the requirements
of the appropriate standard/framework, funding body, awarding organisations and the
college.

e To design, develop and deliver workshop training sessions in the workplace and/or on a
college campus as part of off-the-job training for Apprentices.

e To support the WBL Manager in implementing quality assurance and quality
improvement processes.

e To support the Business Development function by playing a key role in engaging with
new and existing large employers to support growth and enhance employer satisfaction.

o To undertake any other duties as may be deemed to be commensurate with the grade of
the post.

KEY ACCOUNTABILITIES

¢ To coach apprentices on a one-to-one basis and support the development of the
skills, knowledge and behaviours as defined within the relevant apprenticeship.
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O

To support students in achieving their learning goals through:
= Demonstrating practical applications of vocational programmes.
Conducting work-based observations and assessments.
Adapting/developing appropriate learning materials.
Tutoring, including on-line support.
Recording and providing feedback to students on progress in their
programme of learning in a timely manner.
= Assisting learners to complete work books and build up a portfolio of
evidence for assessment.
= Preparing and delivering workshops for students.

To monitor and assess the progress of apprentices.

O

To work with colleagues to maintain records which track student achievement and
performance on all aspects of the apprenticeship.

To produce schemes of learning, lesson / delivery plans, learning materials and
assessment plans, and any other related activities that impact on learning
effectiveness.

To devise, implement and review Delivery Plans / Individual Learning Plans.

To work closely with employers to review the training in the workplace against the
delivery plan by undertaking regular progress reviews with both the employer and
apprentice.

To ensure that apprentices reach their planned gateway date fulfilling all elements
and liaise with the End Point Assessment Organisation to facilitate all parts of the
apprentice’s end point assessment.

To provide information, advice and guidance relating to progression opportunities.

To ensure compliance with the end-to-end Apprenticeship journey and the
requirements of the appropriate standard/framework, funding body, awarding
organisations and the college.

O
O

To comply with all elements of the apprenticeship journey.

To use the College elected electronic portfolio and apprenticeship tracking system
to record student attendance, plan and record feedback,

To develop eportfolios / student files and all other administrative duties associated
with effective subject and course delivery.

To internally verify portfolios on a scheduled basis and provide assessors with
feedback.

To design, develop and deliver workshop training sessions in the workplace
and/or on a college campus as part of off-the-job training for Apprentices.

O

O

O

Deliver differentiated teaching, learning and assessment strategies to meet
learner needs.

Make effective use of independent learning technology (ILT) to enhance student
learning in and out of the classroom.

Deliver academic support for students as required

To support the WBL Manager in implementing quality assurance and quality
improvement processes.

O

To contribute to the review and evaluation of curriculum programmes, self-
assessment and the implementation of effective quality improvement plans.
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o Take a lead role in the implementing of the College’s quality assurance and

quality improvement processes and take appropriate action to respond to the
outcomes of the curriculum area

Take a lead role in the design, development and review of apprenticeship
standards.

Provide an example of academic excellence within the course team.

Take a lead role in internal and external quality assurance, inspections and
quality reviews.

To share best practice and resources in training, learning and assessment

To support the Business Development function by playing a key role in engaging
with new and existing large employers to support growth and enhance employer
satisfaction.
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To assist in the recruitment, selection, enrolment and education of potential
apprentices.

To assist with the promotion and marketing of the College.

To support the BD team in developing new and enhancing existing relationships
with employers providing specialist technical input and advice.

To undertake any other duties as may be deemed to be commensurate with the
grade of the post.

O

Work at any of the College sites on a temporary or indefinite basis and ensure
compliance with college policies and procedures.

Have due regard and take appropriate responsibility for PREVENT and the
safeguarding and promotion of the welfare of children and/or vulnerable adults.
Uphold British Values, the college group’s values and responsibilities with regard
to equality and diversity.

Understand and adhere to college group Health and Safety policies and
guidelines ensuring compliance with statutory legislation.

Maintain appropriate professional behaviours and attitudes.

To invigilate during examinations if and when requested.




x X "S||IMS |euosiadiajul Jud|[@9Xx]
x x ‘wes} e Jo ped se ylom 0} 9|qy
x x "saul|peap Joaw pue yse} jinw o} Ajjiqy
x x "10Ss9ssy Mewsg Jejnonled ul quswabeuew oljojiod-a Jo aousladx]
X X "ejeJall 1|
x x ‘peopiom umo abeuew pue ueid 0} 9|9y
x x "US)ILIM pUB [BCJSA UJOq S||IYS UOIEDIUNWWOD JUS|[99X]
‘Bumes Jopinoid
x Bujuiesyabo)|0o e ulyym Juswebebus 1eAojdws |nyssaoons Jo sousladxy
x 10)99Ss |euol}edno90 JueAs|al 8y} Ul SOVd3 yum Buppiom jo sousuiedx3
‘sebe ||e pue G-g S|9A8| SSoJoe
x spJepuels / SyJomawel) Jo Juswaaaiyoe Ajswiy 0} AlaAljep Jo sousliadx]
X *10}99s [euol}ednd20 8y} Ul 9oUsladXa JUsIIND pUe JUBAS|aI ‘|NjSS800NSg
J0109s |euonedndoo
x ay ul sdiysaonuaidde Buusaljap A||njssaoans jo asusuadxg
Buipuejsiapun pue s||s
X X juswdojaAa( [BUOISSS)0Id sSnonuiluo) ayep 0} dn
x x (z 19A87 wnwiuiw) suoneoyienb Aoelay] pue AoelownN
x SpJemo} YJom 0} Buljjim Jo Buiyoea | ul 8)eoiled Alojonpoliul uy
x x "9A0Qe 10 ¢
|9A3] 1B uonealljenb |euoie20A JuBA3|al/JUBIBAINDS U0 98160p ajeudoiddy
¥ ¥ SpJemo} y1om 0} Buljjim Jo g-10F YOVL 40 LA
x X pJiemy Jossassy €-10€ VOVL 10 LV
suolnesyiiend
Ssev0ld 2ouaIajay Sjuswinaoq 9)eolIIa) a|qeaisaq | |enpuassy
uonoajes uones|ddy 192U313)9Y 150d 3L qor — NOILVDI4ID3dS NOSH3d
QOHL3N LNINSSIASSVY
1seJyLIoN|
s s diyssuy.red

uoiyeonp3




‘uone|sibs| Auojnels yum asueldwod bunsus saulgapinb
pue saioijod Ajojeg pue yjeaH 96900 0} aleype pue puejsiapun O]

"AlIsJaAIp pue Ajjenbs oy piebal
yum saniiqisuodsal pue sanjea absjjoo ayy ‘sanjep ysiug pjoydn ol

"S}|Npe 8|geISUINA JO/pUB UBIP|IYD JO 8ej|dm dy) Jo uonjowold pue
Buipsenbajes ay) pue | NJATHd 104 Aljiqisuodsal ajelidoidde axyey o

-uone|siba| Auojners yum asueldwod bunsus saulgpinb
pue saioljod Ajajes pue yjesH a69)j00 0} aiaype pue puejsiapun 0]

‘AlisiaAIp pue Ajjenbs o} piebal
yum sanijiqisuodsal pue sanjea ab9)|00 8y} ‘sanjea ysnig pjoydn o

"S}INpe 9|qelaulnA JO/pUe UaJp|iyd JO alejjam ay} jo uonowoid pue
Buipienbajes ay; pue | NJATHd 104 Ajjiqisuodsal ajelidoidde axyey o]

1seayloN 8y} 1noybnoiy) sjiqow Apuspuadapul 8q 1SN\

‘Alleussixa pue Ajjeulsyul
ylog ‘@9IA1as Jawojsno Jo pJepuels ybiy e Buipiaoid 0} Juswjiwwon

J10108s [euolyednooo ay) }Ins 0} sinoy Bupjiom a|qixsj} ayesado 0y AjIqy

IR SR N S S S SR

‘san|eA s,869]j00 ay} pjoydn pue sawi || 1e Ajjeuoissajoid joe o) AljIqy

‘Aunwwod
869]]100 8y} JO siaquiBW || YUIM A[9AI}08))e 10BI8}Ul O} AlljIge UsAOid

Sgaen
3080 SpI0oal

[eUILILD x

L L SR SR I GNE S SNE SN SR SR S

a|doad BunoA pue uaip|Iyo Y)IM YoM 0} 3|qe}ing

S9)NqUY |euoSIad

X

X

"9Aj0S Wiajqoid pue aAnieiul 8sn o} Ajiqy

x

X

"981n092 JIay) Jo uons|dwod [nNjsse0ons ay) 0} sjuspnis pes| 01 AlljIqy

x

X

"S|9A8] || Je [ouuosIad [eula)xs/ [BUISIUI YIIM MJOM pue 3Jomau o} A)jigy

$S98201d

sjuawnaoq
ERTESEIEN]

uoI}29|9s uonesddy

LIS

a|qeuisaqg

|enuassy

:92UdId}3Y 1S0d 3L qOfr — NOILVII4103dS NOSdd

QOHL3N LNINSSISSV

o)

puEpSqUINy}IoN

ULIORXIS
joodep.teH

1SeJY1ION

diysiauyied
uonyeonp3




