[image: image1.jpg]NORTHERN
SKILLS GROUP





Job Title:


Claim Basis Distance Learning Assessor 
Location:

Middlesbrough 
Responsible to:

Director of curriculum and Business Development

Co-ordinator for Distance Learning
Purpose of Job
· To assess students competence against national standards in a timely manner via an online system.

· To provide learning support and training appropriate to the individual student needs which includes robust feedback to the learner.

· To support employer funded programmes with delivery and development.

Key Tasks
· Liaise effectively with both clients’ management teams and employees to ensure that an efficient service is provided whilst, at the same time, ensuring that the sensitivity of the clients productions is maintained.

· Support guided learning modules and mark learner work, which will aid the achievement of performance targets.

· Take an active role in the recruitment of students for the programmes offered by the College.

· Provide support and guidance to students through distance learning, to assist the smooth running of the programme and return feedback within 7 days of receipt of the assessments.

· Work with the co-ordinator and clerk on updating information in regards to the learners work, marking, giving targets and highlighting any areas of concern with learners.

· Support and attend team meeting(s) with appropriate accurate data and support the team with internal verification and correct any actions identified by internal moderators within a timely manner.

· Work to meet targets for retention and achievement.

· Actively show a commitment to the departments Strategic Objectives.

· Carry out such other appropriate duties commensurate with your skills, knowledge and experience.

· The organisation may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the business.

Key Requirements 

Qualifications 

· GCSE grade C (or equivalent) English Language and Mathematics.
· To hold a minimum Level 3 qualification in a relevant area (Health and Care/Business Admin/Team Leading/Customer Service).
· To hold an assessors/verifiers qualification.
· Personal commitment to keeping your professional knowledge up to date and improving your capabilities.

· To hold a teaching qualification.
· Hold a level 5 qualification or higher in Health and Care or Business Administration – desirable.
Skills and Abilities

· To have the ability to work independently, to plan and manage day-to-day activities without close supervision.
· To have excellent communication skills at all levels of the client structure.
· Accuracy in written work, good level of literacy required.
· To be a team player with good interpersonal skill.
· Ability to relate effectively and sensitively to students and staff from a variety of backgrounds and cultures.

· To have a commitment to delivering excellence through an on-line distance learning platform.

· Experience of working as an NVQ Trainer/Assessor in a relevant vocational area.
· Experience of assessing NCFE course on-line.

Contract Arrangements

Hourly Paid Staff will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. Within your contract, the following salient features will apply:

	1.
	Contract type
	Claim Basis.

	

	2.
	Working week
	There are no normal hours of work. This is a flexible contract designed to respond to fluctuations for tutoring and related duties.

	

	3.
	Holiday
	The hourly rate of pay detailed below includes an allowance equal to 12.07% in respect of statutory holiday entitlement under the Working Time Regulations 1998 Holiday Pay is normally paid in August every year unless otherwise requested by the employee.

	

	4.
	Period of Notice
	One week.

	

	5.

6.
7.
	Rate
Life Assurance
Healthcare

	Rate to be agreed per learner, standard payment £30 start-up, £30 at 70% complete, £30 at 100% complete, inclusive of holiday pay.
Non-contributory Life Assurance Scheme.  
Non-contributory Healthcare Scheme.


	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, with the potential to increase this to a matched contribution of 3% of pensionable salary.  

	

	9.


	Sickness


	The Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	10.
	Probationary Period
	12 months.

	
	
	

	11.
	Disclosure & Barring Service Check
	From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40. 


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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