WIRRAL METROPOLITAN COLLEGE

JOB DESCRIPTION

	JOB TITLE:

Lead Internal Verifier

(Full time, 37 hours per week)
	DEPARTMENT/AREA:

Childhood Studies

	POST REF:

A03/12

	RESPONSIBLE TO:

Programme Team Manager


	RESPONSIBLE FOR:

Support, guidance and monitoring of the assessment and verification team for all employer responsive Childhood Studies programmes.  To ensure standardisation and quality assurance of assessment and verification decisions. 
	JOB FAMILY:  Teaching and Training

GRADE:   6
HSP RANGE: H21-H26
SALARY RANGE:  
£22,091 - £25,473 p.a.


	MAIN CONTACTS:

College:  Programme Team Manager, Curriculum Leaders, Trainer/Assessors, Internal verifiers, Lecturing Staff

External: External verifiers, Work based learning administrator, Workplace supervisors / Employers

	MAIN PURPOSE OF ROLE:

To support and monitor the quality of trainer assessors’ and internal verifiers’ performance in order to meet the internal and external quality assurance requirements.




SCOPE OF MAIN DUTIES AND RESPONSIBILITIES

1. To ensure that trainer assessors receive appropriate inductions, guidance and continued support in their work of assessing candidates for employer responsive qualifications, including the promotion of holistic assessment methods.

2. To ensure that trainer assessors carry out action plans with their candidates on commencement of their programme, and that they track and support the candidates so as to complete their award within the scheduled time and to ensure all candidates are assessed fairly.

3. To evolve and maintain explicit and documented internal verification procedures across all employer responsive programmes to ensure the accuracy and consistency of assessment decisions between trainer assessors and internal verifiers, and the consistency of trainer assessors in interpreting and applying the national occupational standards.

4. To regularly sample evidence of assessment decisions made by all trainer assessors across all aspects of assessment in order to monitor, and ensure consistency in the interpretation and application of standards within the centre.  Sampling must include direct observation of assessment practice, and up to date records must be kept.
5. To participate fully in preparation for external verifier visits and provide feedback to the external verifier on the effectiveness of assessment as well as ensuring that any corrective actions required by the awarding body are implemented within agreed timescales.
6. To guide, support and monitor the continuing professional development (including occupational updating) of trainer assessors and internal verifiers and to facilitate appropriate staff development and training.
7. To facilitate trainer assessor and internal verifier team meetings across all employer responsive programmes to ensure standardisation in accordance with Code of Practice and Awarding Body requirements
8. To carry out regular candidate updates with all trainer assessors and take any actions needed in order to ensure that candidates achieve within the given timescale.

9. To carry out interviews with prospective candidates and feed back the outcome of interviews where there are issues to be discussed.

10. To promote equality and diversity practices across the organisation, working at all times in accordance with the College’s commitment to Equality and Diversity.

11. To undertake all duties confidentially in accordance with the Data Protection Act.

12. To participate in the College’s staff development programme taking responsibility for maintaining continuous professional development both in relation to the role and business priorities, as well as in relation to Awarding Body requirements.

13. To participate in the College’s continuous improvement process engaging in self assessment and other quality initiatives aimed at becoming an outstanding College.

14. To familiarise yourself, comply with and keep up-to-date with any policies and procedures laid down to ensure health and safety in the workplace.

In addition to the above you may be required to undertake such other duties as may reasonably be required commensurate with your grade.

This job description is current as at the date shown herein.  Following the normal consultation process, it is liable to variation by Management to reflect or anticipate changes in or to the job.

Successful candidates who are offered employment will be subject to a record check from the Criminal Records Bureau before the appointment is confirmed.  Please call the HR Department if you require further information.  

Please return completed application forms to: 

The HR Department  

Wirral Metropolitan College

Carlett Park Campus


Eastham

Wirral

CH62 OAY
Telephone:
0151 551 7439

Fax:

0151 551 7428

E-mail: 
wmc.jobs@wmc.ac.uk
Closing Date:
Monday 6th February 2012 – 12 noon 

Interview Date:
Monday 20th February 2012
Last updated: 20/1/2012

PERSON SPECIFICATION

	THRESHOLD ESSENTIAL
	Method of

Assessment

	Qualifications

· Hold an Assessor Award (D32/33 or A1)
· Hold an Award in Conducting Internal Quality Assurance of the Assessment Process (V1)
	A, Q

A, Q

	Essential
	Method of

Assessment
	Desirable
	Method of

Assessment

	Qualifications

· Hold a professional qualification (e.g. Teaching qualification) or relevant vocational qualification minimum Level 3 e.g. NVQ 3 Teaching Assistant, Early Years Care & Education, Children’s Care, Learning and Development, DCE, NNEB.
	A, Q, 

	· Hold a qualification in playwork minimum level 2
	A, Q


	Experience and Knowledge

· Have experience of internal verification

· Have a sound understanding of competence based review, assessment and verification
· Have a knowledge and understanding of care principles and legislation relating to the sector, with specific references to underpinning knowledge for employer responsive qualifications in Childhood Studies.
· Knowledge of Awarding Body documentation and the NVQ Code of Practice
· Have a knowledge of issues relating to Equal Opportunities and anti-discriminatory practice
	A, I, 
I

A, I, 
A, I, 
I
	
	

	Skills and Aptitudes

· Have organisational skills including excellent time management skills, planning and the ability to keep to deadlines
· Be able to support, guide and motivate trainer assessors
· Be able to use initiative and work with a high level of autonomy
· Possess excellent communication skills
· Have a high awareness of the need to maintain and improve quality standards and levels of service
	A, I, C
I, C
I
I
I
	
	

	Other Requirements

· Be prepared to work flexibly, including occasional evenings and attend team meetings regularly
· To promote the Childhood Studies course offer to employers, employees and others
	I
I
	
	


Methods of Assessment

A - Application form


C - Case Study



I - Interview


Q - Evidence of qualification

