


Job Profile 
Trainer Assessor     				Grade: H / 7			Date Revised: September 2026

	About the Job    
To ensure that all assessment requirements of the awarding body are met for candidates undertaking NVQs. 
Some post holders may be required to undertake the role of Internal Verifier for other Assessors. 

	
This is what we need you to do... 
· Manage and coordinate a caseload of apprentices and/or learners in compliance with funding rules and quality standards from enrolment to submission for Apprenticeship Assessment.
· Deliver training for apprenticeships in which you have been deemed occupationally competent.
· Support apprentices and learners in identifying opportunities to demonstrate competence, collect and produce valid and sufficient evidence for the apprenticeship.
· Ensure fair assessment and equality of opportunity for apprentices and learners within the assessment process in accordance with Adult Education Centre standards. 
· Negotiate individual action & assessment plans with learners and reviewing progress towards completion with learners and employers.
· Ensure authenticity of candidates' evidence.
· Assess and provide constructive feedback to the learners on their progression and evidence over a period of time using a range of assessment methods and in accordance with Adult Education.
· Carry out learner induction and initial assessment, ensuring the candidate is aware of their own responsibility in the assessment process (where applicable).
· Complete required Health and Safety checking of the learners place of work where learning / assessment will take place.
· Develop and foster productive working relationships with Employer contacts.
· Liaise with Functional Skills tutors to support achievement of apprentice’s functional skills component.
· Deliver mock End Point Assessments for colleague’s caseloads within area of specialism.
· Produce and deliver teaching in workshops and clinics to support learners gain required duties, knowledge, skills and behaviours
· Support the Co-ordinators in building curriculums, lesson plans, resources and training plans for learners
· Attend Standardisations and team meetings
· Ensure your Professional Development is kept up to date to remain a sector specialist and meet awarding body requirements
	
              Centre standards
· Maintain assessor records of learners registration, progress and achievement and creating records of meeting with candidates.
· Maintain and follow procedures to ensure compliance with funding rules and Ofsted and awarding body quality requirements.
· Meet regularly with other assessors and Internal Verifier, and, where required, teaching staff and the External Verifier.
· Act as Internal Verifier where required to support and work with, a team of assessors to develop assessment procedures and facilitate good practices.
· Complete required gateway documentation for Standard Apprentices


Special Conditions
· This position is subject to an enhanced Disclosure and Barring check (you will be asked to apply for a check if you are offered the position).
· You need to hold a current, full driving licence which is valid for driving in the UK or have the ability to travel round the county.
· The post requires flexible working hours around apprentices and employer needs some evening work maybe required.




	   
	

	
	


Monitoring and ongoing development of outcomes
As part of the annual appraisal, outcome based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the council reserves its right to amend or add to the accountabilities listed above.


Specified Role Individual Targets

· Lead delivery of Level 5 Early Years Lead Practitioner Apprenticeship workshop delivery
· Develop apprenticeship programmes curriculum and resources
· Write and deliver bespoke workshops as required
· Attend provider networking meetings and events
· Participate in employer engagement and building of employer networks in Early Years
· Caseload development
	
The ideal candidate will have... 

Experience
· Work experience within the relevant sector 
· Experience of QCF (NVQ) assessment, Standards and workplace learning
· Experience in Information, Advice & Guidance/Training Needs Analysis.
· Teaching in the Workplace.
· Teaching in Outreach locations.


Knowledge, Skills and Understanding
· General knowledge of Apprenticeships  Standards
· Good written, verbal and listening skills
· ICT literate 
· Networking
· Involvement in the production and delivery of development and pilot projects.
· Familiarity with using VLEs
· Use of technology within teaching and learning
· Adapt to individual learner needs
· Problem solving skills 
	


Behavioural attributes
· Able to organise own work and meet tight deadlines.
· Ability to work well as part of a team.
· Able to work under pressure, be flexible & respond to a variety of needs.
· Committed to further developing existing skills.
· Commitment to Equal Opportunities.
· Demonstrates Adult Education in Gloucestershire employee values and behaviours.


Education & Qualifications
Essential:
· QCF(NVQ) Assessor Qualification Level 3
· Education and Training Certificate or equivalent at Level 3
Desirable:
· Education and Training Award or equivalent at Level 4
· Internal Quality Assurance of Assessment Processes and Practices or equivalent  at Level 4 (if undertaking IQA responsibilities)







There are also a number of generic requirements that are applicable to all employees within the Council.  These can be found at the following link: 
http://staffnet.gloscc.gov.uk/index.cfm?articleid=8579



