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Role Specification

Tutor / Assessor

1. Introduction

The main responsibilities of this role are to provide work-based assessment, coaching & support to apprentices to enable them to fulfil their course requirements including End Point Assessment.  The post holder will be supporting Apprentices working towards the Marine engineering standard.

Tutor/Assessors may work with learners in both group and individual basis. This interaction with learners may take place at the College’s campus or in the learner’s workplace.

The suitable candidate will also be responsible for teaching full time study Marine Engineering courses.

2. Management Accountability

Responsible to: Engineering Curriculum 

3. Duties and Responsibilities

a) Carry out formative and/or summative assessment and where relevant qualification is held, internal verification duties as necessary for the curriculum area(s) within which you are based and to a standard required by your manager that will best support the success of your learners.

b) Organise, oversee and mark written assessments providing the appropriate level of feedback to each learner in order for them to make good progress on their course of study. 

c) Carry out assessment of learners’ practical skills and underpinning knowledge in the workplace as required and ensure that workplace visits are timely and in agreement with the employer and the learner. Record the outcomes of such assessments in detail using Smart Assessor

d) Provide and co-ordinate appropriate tutorial support for learners and ensure that Learning Plans and Progress Reviews are completed to a high standard that can assist learners to be successful in their programme of study. Ensure that Apprenticeship Reviews are conducted in a timely manner and are in conjunction with the Apprentices’ employer.

e) Take responsibility for ensuring that start and end dates are accurately recorded for each learner and understand that timely achievement is essential to the success of Apprentices programmes.

f) Assist in the recruitment, induction, support and assessment of learners, as required and ensure that appropriate Information, Advice and Guidance is provided for learners and employers and that they are enrolled onto the correct programme of study.
 
g) Complete Apprenticeship enrolment & sign-up activity as and when providing full and accurate information to learners and employers about the programme content and expectations

h) Contribute to the Apprenticeship Initial Assessment process by appraising vocational skills scans and other such activities that support the establishment of each learners starting point and confirming if prior learning is to be considered in reducing the programme of delivery.

i) Complete Health & Safety risk assessments for each placement, meeting government body requirements.

j) Liaise with the appropriate Manager and Internal Quality Assurance Co-ordinator to report on learner progress and the quality of the provision. Take responsibility for keeping learners on track for timely completion of their qualification.

k) Provide ongoing support and development for apprentices that enables them to progress to and achieve End Point Assessment

l) Record accurate learner achievement, complete and maintain all necessary tracking & monitoring records as required by the College and the awarding body. Utilise systems for recording learner progress and outcomes as requested by your Internal Quality Assurance Co-ordinator and Manager including the use of Smart Assessor. 

m) Take responsibility for learner management issues whilst within the College environment, primarily with your own student groups but also other students as necessary. Implement student behaviour practices in line with the College Behaviour Policy. Engage with the learner support & intervention process to ensure that learners who are not meeting milestones are able to catch up.

n) Take responsibility for building working relationships with the employer of each of your learners and regularly report to them on the performance of their staff. Use the opportunity of these relationships to generate further business opportunities and enrolments.

o) Contribute to the development of learning materials, as appropriate, and liaise with the Internal Quality Assurance Co-ordinator to establish appropriate curriculum resourcing in support of learning. Base your delivery sessions around the Learning Cycle and attend all training to improve the standards of teaching and learning at the College. Actively engage in the use of the VLE and in developing new interactive learning materials.

p) Take responsibility for developing your professional practice as a educationalist and as a sector based professional. Undertake the appropriate CPD activity each year to ensure that you remain current in your vocational sector and in your teaching and assessment methodology. 

q) Take responsibility for collecting destination data for your learners and for ensuring that satisfaction surveys are conducted with your learner and their employer during and at the completion of their programme of study.

r) Attend all necessary meetings and events at the College such as Open Evenings, Standardisation and Team meetings, Staff Development Days and specific promotional events as organised by the Marketing Team or your own team.

NB: Please be aware that the duties and responsibilities outlined above are not exhaustive and therefore may be altered and/or enlarged as appropriate.
If appointed to this post, you will be required to apply for a Disclosure and Barring Services check through the College.


4.	Person Specification


	Tutor Assessor



	Criteria
	Essential 
	Desirable

	Qualifications
	· Appropriate level of Marine industry standard qualifications covering Electrical/Mechanical at Level 3 minimum or industry marine equivalent. 



	· IQA Award or be prepared to work towards this.
· Holds Assessors Award
· Holds teaching qualification.
· Level 2 Diploma in Marine Engineering (2473-12)
· Level 3 Diploma in Marine Engineering (Advanced) (2473-13)
· Abrasive wheels
· Commercial/Pleasure marine engineering experience



	Experience/Knowledge
	· Substantial record of work experience in the relevant field.



	· Experience of supervising/coaching others
· Experience working with Apprentices
· Hybrid/Electric and alternate fuel source systems knowledge


	Skills/Competencies
	· Effective written and verbal communication skills & interpersonal skills.
· Good organisation and presentation skills.
· The ability to manage learning situations using flexible, student-centred approaches.
· An awareness of and commitment to Health & Safety guidelines.
· Ability to work without direct supervision.
· Ability to use discretion and own initiative.
· A commitment to the use of IT applications.

	

	Personal 
	· A good record of timekeeping and attendance and a willingness to work outside of standard office hours as needed.
· Appropriate professional appearance.
· A commitment to promoting the health, safety and welfare of learners:
· Maintain professional relationships with all learners:
· Achieve a DBS check satisfactory to the College.
· A commitment to work within the framework of the College’s Equality & Diversity framework
· Hold a clean driving licence
	

	Circumstances
	· Flexible role that requires attendance to College campuses when needed to support learners or attend meetings & CPD.
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