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	Job Title: Assessor Dental
Reporting to: Curriculum Manager

Base: Off-site 

	Hours: 14.8 hours per week
Contract Type: Support Delivery – maternity cover for approx. 12 months
Holidays: 20 days per year; plus 6 College closure days per year where applicable and 8 statutory days pro rata

Salary: £26,174 pro rata per annum (actual salary £12,044)

	Job Purpose

To deliver apprenticeship and standalone qualifications to a range of students in the workplace and in college. Ensuring a high standard of service, retention and achievement.

	Key Responsibilities

· To perform the role of assessor and internal verifier in accordance with awarding body guidelines and occupational assessment strategy. Comply with quality standards, procedures and relevant funding organisation guidance.
· To support all assessors conducting standardisation meetings, training, candidate interviewing, interim and end sampling of the e-portfolio.

· Supporting the team manager with the EQA visits
· To support the enrolment process including information, advice and guidance, skill scans, score card, and one file.
· To deliver training (1-1/group) and evaluate the effectiveness of all training.
· To motivate learners and provide regular support and guidance to learners and record as appropriate.  

· To book apprentices in for their exams following the exams process.
· To upload the E-platform ready for end point assessment. 

· To carry out regular progress reviews with employer/learner in line with funding guidelines.

· To monitor the 20% off the job training enabling timely completion

· To complete and maintain all required administration weekly/monthly and submit to appropriate person by agreed timescales.  

· To ensure contact for each learner is recorded and evidenced.

· To manage retention and achievement of learners allocated to your caseload. Ensure that individual targets are achieved.

· To efficiently and effectively co-ordinate appointments, working flexibly when required.

· To attend team meetings as and when required to do so and represent Derby College at internal/external meetings or conferences if required.

· To provide regular written, electronic and verbal reports to line manager.

· Effective use of College systems and technology including proactively embracing use of IT and digital technology.

· To assist with marketing activities to promote the full range of products offered by the College.

· To put forward constructive proposals to increase business, improve quality procedures and improve efficiency relating to any area of Business Unit activities.

· To ensure that quality standards are adhered to, monitored and reviewed in line with SAR.
· To provide a professional customer service to both internal and external customers.

· To contribute to the areas’ Business Plan and College Strategic Plan. 

· To take responsibility for your own professional development and continually update as necessary.

· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.
· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.
· To undertake risk assessments for any new activity and to ensure risk assessments are carried out for any on-going activity.



	Person Specification

	Competencies
Essential
· IT literate and comfortable working with different systems and processes, including the Microsoft Office Suite
· Communicate effectively at all levels both in writing and orally
· Excellent organisational skills

· High level of interpersonal and relationship building skills
· To prioritise and make decisions

· To use initiative and be highly flexible and adaptable

· Highly self-motivated and able to motivate and inspire confidence in others
· Full driving license and transport


	Knowledge & Experience
Essential
· Experience of Dental nursing 
· Experience of Apprenticeships 

· Knowledge of Health and Safety

· Knowledge of Safeguarding 

· An understanding of the Data Protection Act
· Knowledge of Equal Opportunities 

· Functional Skills


	Qualifications

Essential
· A1 Assessor Award 
· Level 3 or above in dental nursing and be GDC registered 

· Level 2 – Maths
· Level 2 – English
Desirable
· V1 or equivalent 

· Level 3 Award in Education and Training or equivalent within 1 year of start date (for 1 -to -1 teaching)

· Level 4 Certificate in Education and Training within 2 years of start date or equivalent, if applicable (for group teaching) 
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