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DERBY college




	Engineering Higher Apprenticeship Standards Facilitator (Level 6)
Reporting to Engineering Manager


	Hours                               37 hours per week, 52 weeks per year
Contract Type                 Support/Delivery
Holidays                          25 days per year subject to service increases

Salary                              £28,305 - £35,267 per annum

	Job Purpose
To motivate, support and progress a caseload of learners to achieve identified outcomes including all component parts of the Apprenticeship Frameworks, within the agreed timeframes. 

To ensure all delivery practices meet the requirements of both internal and external quality and compliance frameworks.

To provide an excellent service and contribution to building long-term relationships with employers. Identifying learning trends to enable leaning aims to meet the demand of the market place.
   

	Key Responsibilities

· Perform the role of Assessor in accordance with the awarding body guidelines to comply with standards and quality assessment strategy. 

· Provide initial advice and guidance to all potential learners. 

· To support the Business Development Team in securing potential business opportunities to ensure profiled targets are supported to meet the business plan.

· To carry out recruitment activities, including Information and guidance (IAG), enrolment, induction, initial assessment, complete skills Scans and identify learner framework components to formulate the ILP.

· Complete or assist in Learner Initial assessments, health and safety pre-vet check and diagnostic testing for Functional skills (when required). 
· Develop and agree individual leaning plans (ILP) based on the individual needs of the Learner.

· Identify progression routes for all learners and support the process to enable the continuation of the learner journey.

· Follow and adhere to all operational procedures within Derby College.

· Provide effective and regular support to learners, completing written feedback on the Contact log. 

· Submit evidence for moderation and audit purposes within the learner file within agreed timeframe.
· Carry out teaching and assessment with learners; raising their aspirations to ensure success. 
· Evaluate and provide effective feedback, ensuring the learner is able to progress and achieve their individual learner targets and personal goals

· Carry out regular reviews with leaners and employers in line with funding guidelines.
· Complete all documentation to high standard meeting with compliance and quality audit requirements for all learner evidence.

· Submit all documentation to WBL Co-ordinators with a one week period of completion, Assessor to maintain own comprehensive record. 

· To set SMART targets for all Action planning with each learner; individual targets to incorporate stretch and challenging actions.

· To manage retention of learners assigned to Assessor caseload, ensure that targeted success rates are achieved, learners to be completed by their end date recorded on the ILP. The assessor will have responsibility to ensure timely success is achieved. (All issues affecting learner’s timely achievement must be reported line manager in advance of the learner end date).

· Ensure all evidence submitted is assessed on content against occupational standards as detailed by the awarding body, embedding English and Maths for all learners.

· Ensure feedback is constructive and recorded on each piece of evidence within the learners portfolio.

· Complete tracking documentation to monitor learner’s progression including all framework components included within the learner journey. Tracking documentation must be kept up to date and monitor progression to ensure timely achievement of learners framework.

· Ensuring correct guided learning hours (GLHs) required for each learner are recorded and evidenced. 

· Actively look for new business, including attending promotional events and marketing activities as requested. 

· Develop proactive working relationships with employers to promote the College’s products and services. 

· Perform the role of internal verification when required and carry out quality assurance activity including leading standardisation across a range of assessors. 
· Work with External verifiers to ensure a robust system in operation and being adhered to, ensure quality of the provision. 

· Contribute to the self-assessment process and completion of the Quality Improvement Plan. 

· Contribute to the delivery of the business plan and budget. 

· Facilitate and support training to learners. Where appropriate, preparing, delivering and evaluating training to individuals/groups.

· Provide 1-1 coaching and support to learners. 

· Support the achievement of key/functional skills and, where appropriate, delivering key/functional skills and/or other key/functional skills qualifications as required.

· ERR and PLTS support and ensure these framework components are delivered and achieved

· Support and liaise with Curriculum lecturers to ensure all activities in relation to framework achievement are meeting with learner targets, ensuring smooth and efficient service is provided to the learner and employer.

· Research and develop learning materials to support the achievement of target outcomes, as appropriate. 

· Contribute to the external verification process. 

· Attend meeting with all stakeholders to ensure the learner framework is achieved. 

· Evaluate the effectiveness of all learning by using survey results. 

· Advising line manager of resource requirements. 

· Providing regular written and verbal reports to the line manager. 

· Co-ordinating appointments efficiently and effectively, working flexibly (weekends and evenings) when required. 

· To travel and stay in accommodation as and when required in line with the requirements of the programme. 

· To support learners during internal and external competition where applicable.

· Promote a positive image of Derby College and the work that is carried out across its various services, providing a professional service to both internal and external customers.

· Demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload.

· To take reasonable care of your own health, Safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work. You are also required to co-operate with the college to fulfil its legal obligations. Appropriate information, instructions, training and supervision will be provided to enable you to perform your duties in a manner deemed safe and without risk to health.

· Take responsibility for one’s own professional development and continually update as necessary, participating in appropriate staff development activities as required including the Professional Development and Appraisal.
· Attend and make a positive contribution to Appraisals and monthly 1 to 1, complete all actions set for the targeted dates agreed.
· Showing a commitment to diversity, equal opportunities and anti-discriminatory practices. The post holder is expected to comply with and promote the College’s equal opportunities policy in all aspects of their duties and responsibilities.

· Apply the College’s own safeguarding policy and practices and attending training as requested.

· Comply with all legislative and regulatory requirements.

· Comply with all aspects of Data Protection Act.

· To adhere to the colleges Computer network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessments checks are carried out for any on-going activity.

· Carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job. 
· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  



	Competencies
Essential
· Experience in the assessment of NVQ qualifications 

· Experience in working under own initiative and managing time and workload effectively

· Recent and relevant occupational experience in the qualifications being assessed 

· Experience of coaching and supporting learners
· Evidence of excellent interpersonal skills 

· Experience in managing and working with external clients
· Experience of working to targets and deadlines

· Experience in maintaining accurate records to meet internal and external audit requirements and following set procedures effectively

· Experience in providing initial advice and guidance to learners and employers
· Willingness to undertake substantial travel in line with the needs of the role

· Flexibility to work additional hours when required
· An understanding of Safeguarding of Children & Vulnerable Adults within the workplace

· Full commitment to Equal Opportunities and anti-discriminatory working practices

Desirable

· Experience of quality and self-assessment process
· Experience in the delivery of Functional / Key skills qualifications
· Experience in contributing to the external verification process


	Knowledge
Essential
· Ability to research/ develop learning materials to support the achievement of learners

· Commitment to managing time and meeting deadlines

· Energy, enthusiasm and the ability to work under pressure and achieve goals

· Ability to be flexible and adapt to changing priorities

· Commitment to producing timely reports and other documents as requested by the Operations Team Leader

· Excellent customer service skills
Desirable

· Understanding of FE funding

· Commitment to and understanding of quality systems and self-assessment procedures


	Qualifications

Essential

· Relevant occupational qualification to the post advertised  
· Assessor qualification (eg D32,32, A1, TAQA)

· Level 2 English
· Level 2 Maths
· Internal Verification qualification (eg D34, V1) or willing to work towards
Desirable

· Training/Teaching/Basic Skills qualification
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