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	Job Title: Assessor – Early Years 
Reporting to – Curriculum Manager Early Years
Base: The Roundhouse

	Hours                               22.2 hours per week 52 weeks per year  
Contract Type                 Support/Delivery – 
Holidays                          20 per year pro rata subject to service increases 
Salary                            £27,765 per annum pro rata

	Job Purpose

To assess, teach and support learners working towards Early Years qualifications and Apprenticeship Standards, ensuring high-quality learning experiences that promote progress, retention and achievement. To coordinate all aspects of Early Years apprenticeship programmes, from recruitment to completion, ensuring compliance with awarding bodies and funding requirements. To ensure effective use of OneFile and/or Promonitor to monitor learner progress, assessment activity and documentation.

	Key Responsibilities

Teaching, Learning & Assessment
· Deliver high-quality 1:1 and group teaching and training sessions for Early Years learners in line with curriculum, awarding body and funding requirements.
· Plan, deliver, review and evaluate learning that motivates learners and supports expected or above-expected progress.
· Carry out the role of assessor in accordance with awarding body guidelines, occupational assessment strategies and quality assurance requirements.
· Embed English, maths, digital skills and sector-specific employability skills within delivery.
· Assess learner evidence against standards, providing timely, constructive and developmental feedback.
· Conduct Initial Assessments, Skills Scans, diagnostic testing and health & safety pre-vet checks as required.
· Support learners to understand how to improve through clear next steps, SMART targets and OneFile feedback.
· Motivate learners and provide ongoing support, guidance and pastoral direction throughout their programme.

Programme Coordination & Learner Journey
· Support the leading and coordination of the Early Years apprenticeship and curriculum programmes across the full learner journey, from recruitment and enrolment to completion.
· Support recruitment activities including information, advice and guidance (IAG), enrolment, induction and learner onboarding.
· Develop, agree and manage Individual Learning Plans (ILPs) in negotiation with learners and employers.
· Schedule and coordinate teaching sessions, assessments, reviews and workplace visits efficiently and flexibly.
· Conduct regular learner and employer progress reviews in line with funding and awarding body requirements.
· Monitor learner retention, progression, achievement and attendance, identifying risks early and implementing timely interventions.
· Identify progression opportunities for learners and support transitions into higher-level training or sustained employment.

Use of OneFile & Digital Systems
· Use OneFile or Promonitor as the primary system to track, assess and monitor all learner activity and progress.
· Upload assessment decisions, teaching evidence, learner contact, reviews and feedback within required timescales.
· Maintain accurate and complete records to ensure all framework/standard components are fully evidenced.
· Use DCG and other digital systems effectively to support high-quality programme delivery and compliance.
· Proactively embrace and promote the use of IT and digital technology to enhance learner engagement and efficiency.

Employer Engagement & Customer Service
· Build and maintain strong, professional relationships with employers to support positive learner outcomes.
· Ensure employers are actively involved in learner progress reviews and understand programme requirements and expectations.
· Provide a professional, customer-focused service to learners, employers and internal stakeholders.
· Promote learner progression routes and support employer engagement in workforce development.

Quality, Compliance & Continuous Improvement
· Work within all internal and external quality frameworks, including safeguarding, Prevent, health & safety, child protection, equality, data protection and funding guidance.
· Ensure quality standards are adhered to, monitored and reviewed in line with the Self-Assessment Report (SAR) and Quality Improvement Plans (QIPs).
· Submit timely and accurate evidence for internal quality assurance and external verification.
· Contribute to continuous improvement by identifying opportunities to enhance delivery, processes, efficiency and learner experience.
· Put forward constructive proposals to support business growth, quality improvement and operational effectiveness within Early Years provision.
· Undertake and review risk assessments for new and ongoing activities, always ensuring safe delivery.

Administration, Reporting & Planning
· Complete and maintain all required administrative tasks accurately and to agreed weekly/monthly deadlines.
· Ensure all learner contact, progress, evidence and outcomes are recorded and auditable.
· Provide regular written, electronic and verbal progress reports to line managers.
· Contribute to caseload management, business planning and the wider curriculum and College strategic objectives.
· Attend team meetings and represent the organisation at internal and external meetings, events or conferences where required.

Professional Behaviour & Development
· Always act professionally and represent the Early Years curriculum area and the College positively.
· Maintain and continuously update occupational competence, teaching, assessing and quality knowledge.
· Demonstrate flexibility in response to changing learner, curriculum or business needs.
· Work flexibly, including occasional evenings and weekends, to meet programme requirements.
· Travel and stay overnight where required to support learners and delivery.
· Take responsibility for personal health, safety and wellbeing, and that of others affected by your work.
· Undertake any other reasonable duties commensurate with the role and level of responsibility.
· 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.


	Person Specification 

	Competencies 

Essential 
· Excellent communication skills, with the ability to communicate effectively at all levels.
· Flexible and adaptable in response to changing priorities and demands.
· Committed to continuous professional development and reflective practice.
· Ability to complete and review risk assessments for new and ongoing activities.
· Willingness to travel to support students and employers.
· Willingness to work flexibly, including occasional evenings or weekends.

	Knowledge and Experience 

Essential
· Strong knowledge of Early Years practice and sector expectations.
· Basic IT and computer skills.
· Experience delivering and/or assessing Early Years learners (1:1 and/or group).
· Experience of apprenticeship standards or vocational qualification delivery.
· Experience supporting learner progress, retention and achievement.
· Experience working with employers as part of learner reviews and programmes.
· Experience maintaining accurate learner records and meeting compliance requirements.


Desirable
•	Knowledge of funding, awarding body and quality assurance requirements.
•	Ability to analyse learner progress and implement timely interventions.
•	Experience supporting recruitment, enrolment, initial assessment or induction.
•	Experience contributing to quality processes (SAR, QIPs, audits).


	Qualifications

Essential
· Vocational Early Years qualification at Level 3 or above.
· A1 Assessor Award / TAQA / CAVA (or D32/D33) or willingness to work towards.
· Level 3 Award in Education and Training (or willingness to work towards).
· Level 4 Certificate in Education and Training (or willingness to work towards).
· English and maths at Level 2 (or willingness to work towards).
· Full driving licence and access to own transport.

Desirable
· Internal Quality Assurance qualification (V1 / TAQA IQA) or experience.
· Level 4 teaching qualification.
· Level 2 ICT or demonstrable experience using digital systems.
· Experience of using e‑portfolios (especially OneFile).
· First Aid and/or Health & Safety qualifications.
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