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	Job Title
	SVQ Assessor and verifier

	Responsible To
	Apprenticeship Manager

	Job Objective
	

	
· Carry out assessment of Modern/Foundation Apprenticeship learners and/or part time SVQ students undertaking vocational qualifications at all SCQF levels within your occupational specialism(s).
· Communicate effectively with all stakeholders
· Contribute to maintaining and improving the quality of Argyll College UHI Apprenticeship provision
· Support the growth and development of Argyll College UHI Apprenticeships


	Key Duties and Responsibilities

	
1. Promote relevant Foundation, Modern and Graduate Apprenticeships within relevant occupational areas providing information to employers as appropriate.

2. Conduct initial assessment and induction/enrolment to relevant programme and support the candidates to identify and agree:
a. relevant SVQ units
b. core skill achievements/requirements
c. possible enhancement options
d. industry and awarding body certification requirements
e. planned achievement dates
f. additional support requirements
g. assessment opportunities’
h. relevant appeals procedures.

3. Provide a comprehensive guidance service to candidates and other relevant members of customer’s staff.

4. Deliver training as appropriate.

5. Ensure all relevant health and safety and site selection checklists are completed for new employers and candidates.

6. Complete relevant enrolment and registration documentation and forward to appropriate staff in a timely manner to ensure compliance with registration deadlines set by SDS and sector skills body.

7. Undertake direct observation of candidate in workplace as per qualification assessment strategy and guidance.

8. Engage with candidates regularly via electronic portfolio system to assess, provide feedback and oversee their progress through their qualification to ensure deadlines are met.

9. Deal with candidate and potential candidate enquiries.

10. Keep the Apprenticeship Manager informed of progress, or any issues, on the programme.

11. Present candidate work for formative and summative internal verification when required.

12. Complete the appropriate documentation when candidates successfully complete or withdraw (reporting accurately on reasons) from the programme and return it to the Apprenticeship Manager and the college’s registry department.

13. Support the development of alternative delivery methods and electronic learning.

14. Attend team and standardisation meetings as required.

15. Support the work of External Verifiers.

16. Assist in the development of promotional materials.

17. Liaise and represent the college, where required, with employers, public and private sector agencies.

18. Maintain good relationships with the client. 

19. Any other reasonable duties as directed by your line manager. 


	This is a description of the job as it is presently constituted.  It is normal practice to periodically review job descriptions to ensure that they are relevant to the job currently being performed and to incorporate any changes which have occurred or are being proposed.  The review process is carried out jointly by the line manager and employee and you are expected to participate fully in such discussions.  In all cases, it is Argyll College’s aim to reach agreement to reasonable changes but, where it is not possible to reach agreement, Argyll College reserves the right to make reasonable changes to your job description which are commensurate with your appointment after consultation with you.
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