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	DESIGNATION: NVQ Internal Verifier



	DEPARTMENT: Various 


	SECTION: Various
	CONDITIONS OF SERVICE: RACC Business Support


	HOURS: Arrange in relation to units
	GRADE: Hourly paid
	EFFECTIVE DATE: 
TBC


	REPORTS TO: Training Officer



	SUPERVISES (indicate if posts are dispersed): Nil




JOB PURPOSE:
	1.
	To carry out verification on Work Based Learning/Workforce Development programmes as part of the team in a given sector area. 




KEY ACCOUNTABILITIES:
	1.
	Fully understand the NVQ National Standards for the NVQ being assessed, and must be aware of the differences between the levels of NVQs.



	2.
	Be able to interpret the knowledge and evidence requirements to ensure assessors are effectively working with and assessing candidates’ competence


	3.
	Be able to assess by direct observation of the assessors’ practice as specified by the awarding body criteria.


	4.
	Liaise with College staff, assessors, the awarding body and External Verifier.


	5.
	Prepare evidence for inspection by the External Verifier and meet when required.



	6.
	Ensure the full embedding of all Equal Opportunities policies and Health & Safety requirement (including Safe Learner Concept) are complied with and that all candidates are given fair access to assessment.



	7.
	Assessment time:

Level 3 – hours per candidate. This needs to be justified on the candidate tracking form. 
(Co-ordinator to check termly). 

Level 2 – hours per candidate. This needs to be justified on the candidate tracking form. 
(Co-ordinator to check termly). 

Candidates who have additional Learning Support are referred through college system.



	8.
	Prepare materials for and attend termly (or when required) standardisation meetings.



	9.
	To work with the Essential Skills area to ensure that ‘Skills for Life’ is embedded within the assessment process.



	10.
	To deliver information, advice and guidance in line with external requirements or the RACC policy.



	11.
	Using the evidence available the verifier must check that assessors have:

· Identify where the performance criteria and associated requirements, together with requirements of consistency, are met.

· Judge whether the total evidence is sufficient and consider the candidate competent within the range required by the elements.

· To ensure that the embedding of Equality and Diversity, Health and Safety and ‘Skills for Life’ is embedded within the assessment process

· Undertake assessments in line with the assessment plan.

· Update and amend assessment plan after every visit.

· Provide feedback to assessors.

· Complete and update RACC monitory systems.

· To ensure that there is a comprehensive record of when candidates have demonstrated competence in all elements within a unit.
· Completed all other necessary paperwork in line with the Awarding Bodies and RACC Quality procedures.



	12.
	To work when required with employers, training providers, partner colleges and other organisations to ensure that the Internal Verification procedures and systems are appropriate, effective and standardised.



	13.
	To work outside office hours and off College premises as and when required.



	14.
	To assess Modern Apprentices abilities in the key skills of Communication, Numeracy and Information Technology, when required. 



	15.
	To have a duty of care to yourself and others regarding Health and Safety issues. Consequently, you must use machinery, equipment etc in accordance with the relevant training and instructions. You must also report to your line manager any health and safety dangers or shortcomings which may affect you or others arising out of your work.



	16.
	To have responsibility for ensuring Equality of Opportunity, Performance and Standards and Health & Safety at Work policies and procedures are implemented. To not discriminate against students or potential students, or employees or potential employees, by reason of their age, disability, gender, race or religion.


	17.
	To carry out additional duties pertinent to the scope of the post as directed by the Principal and/or the Head of Faculty




PERSON SPECIFICATION

Job Title:
NVQ Verifier



Grade: 
Hourly Paid

Section:
Various



Job Time:       Part-time

Hours:

TBC
C R I T E R I A

Skills/Abilities/Knowledge
· Ability to assess a varied programme to adults with a range of learning needs.

· Ability to act as a role model. 

· Ability to provide leadership and motivation to a team of tutors.

· Ability to monitor and implement quality systems.

· Ability to deliver relevant aspects of an operational plan and achieve performance targets.

· Ability to successfully consult, influence and undertake delegated tasks.

· Ability to utilise ILT and understand its use as a curriculum tool.
· Ability to demonstrate an understanding of Equal Opportunities and Customer Care and why it is important in employment and in the provision of an adult education service.

· Travel to, and work in, different College sites, centres and employer and/or partner organisations premises.

· Available to work outside normal office hours when required by clients. 

Qualifications and Experience
· Experience of working as a member of an effective team.
· Experience of successfully achieving deadlines and working without close supervision.

· Experience in using Information and Communication Technologies.
· A professional teaching/training qualification, or willing to undertake one.
· A1/A2 and V1 or equivalent.
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