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Work Placement Coordinator Assessor - Early Years
Maternity Cover

	Responsible to:

	Work Placement Coordinator Assessor

	Responsible for:

	N/A

	Grade of post:

	Grade 7-8

	Hours of work:

	18.5 hours

	Work location:

	Tamworth

	Code:
	HR2526-145



	Job Purpose:  
To coordinate work experience placements for early years students, including liaising with employers, course tutors and the curriculum manager.
Assessing student’s competence in the workplace in order that they make progress and achieve their qualification.




Key Duties & Responsibilities

1 To source and place all students who require placement experience in a safe learning environment, including ensuring all learners have an up-to-date DBS
2 Visiting, monitoring and assessing students regularly in the workplace
3 The post holder will be expected to monitor and track the students’ progress and report regularly to the curriculum manager and course tutors the progress of the students to ensure all learners achieve their required placement hours in line with the awarding body requirements. 
4 Provide assessment opportunities based on standards to ensure learner timely success 
5 Plan for, and carry out assessment in learners’ work placements including direct observation, professional discussion and questioning to make assessment decisions 
6 Provide constructive feedback on learner’s performance to inform their progress in their work placement environment



Other Duties and Responsibilities  	

· To carry out all duties in accordance with the College’s Health and Safety, Safeguarding & Equality & Diversity policies and procedures, practices and procedures.

· To carry out any other duties as directed by your Line Manager.

· Identifying and arranging suitable practical placements for students. 
· Visiting, monitoring and reviewing students regularly in the workplace. 
· Conduct assessment of learner suitability for programmes including vocational assessment against job role, current skills and qualification requirements. 
· Liaising closely with the Curriculum Manager and Course tutors regarding learners’ progress, welfare and attendance to work placement
· Keeping tracking up to date regarding workplace attendance and progress
· Completing appropriate documentation and updating profiles and records of students as appropriate. 
· Attend meetings with employers as necessary
· Representing the College in promoting the value of a well-trained workforce and assisting organisations in assessing their training needs. 
· Contributing to marketing the College’s programmes 
· Ensure all students have current and enhanced DBS clearance. 
· Undertake and keep up to date risk assessments, in line with the Health and Safety Policy for each of the placements that South Staffordshire College uses. 
· Carry out assessment practice in relation to plans, awarding body and college standards 
· Use resources both paper based and IT based for assessors to use as best practice 
· Ensure and monitor fair access to assessment and report to line manager any areas of concern 
· Work effectively with team members to ensure consistent and timely practice 
· Participate in team meetings including standardisation, performance, quality and communication meetings 
· Participate in the Course Tutors’ Assessment of learner progress and ensure that actions are carried out within timescales to ensure learners are on target for timely completion of qualifications 



Safeguarding

The College considers that the job holder for this role should have a DBS Enhanced disclosure

Please use the following headings to describe the detail of the duties and responsibilities of the role:

	Communication – Oral and written
	· Contribute to parents’ evenings, IAG, open events, taster events and any other marketing events 
· Explain procedures, regulations and course entry requirements to students, parents, guardians and careers when required 
· Maintain accurate student records using College to maximise outcomes of the students and course 
· Communicate effectively during team meetings, liaise with colleagues and ensure each system and procedure runs smoothly and methodically 
· Use various forms of communication, media, technology to assess learners in their work placement 
· Communicate with stakeholders/customers/employers timely, oral and written 
· Participate in recruitment assessment days with potential students · 
· Presents information which has a positive impact on students, colleagues and key stakeholders  
· Actively promote Equality and Diversity/British Values 

	Teamwork & Motivation – internal or external, can be fixed, matrix, project groups
	· Work with colleagues professionally and effectively in order to achieve targets set by Curriculum Manager and Director of Faculty
· Engage and contribute in team meetings to monitor students’ progress and maximise achievements
· Participate in recruitment activities to provide assessments or taster activities to increase recruitment
· Contribute to the quality of the provision by engaging in quality processes
· Meet organisational and awarding body deadlines, individually and as part of the team, including IQA and EQA
· Motivate learners to achieve their deadlines


	Liaison & Networking – Liaison is making and maintaining individual work-related contacts; network is interconnecting group of people (internal and/or external)
	· Maintain links with employers and course tutors to support learner progression and welfare
· Liaise with IQA when organising samples for verification.
· Liaise with companies / organisations when planning visits

	Service Delivery – customer is anyone receiving services
	· Create a positive image of the organisation by being responsive and prompt in responding to requests
· Ensuring you have alternative options should you be unavailable to attend visits
· Respond to requests for information from employers
· Ensure assessment and feedback is delivered to the organisation’s standards 


	Decision Making – relates to finance, physical resources, students, staff, and policy
	· Show initiative and be willing to take part in making decisions within the role
· Develop robust planning that will aid assessment across the provision
· Decide on the right tools or techniques to be used to carry out a task


	Planning & Organising – financial, capital and people
	· Work in line with the organisations policies and procedures and ensure the assessment processes are completed in a timely way
· Produce assessment plans  
· Plan on going assessment and feedback for students to ensure progress is being made (feedback within 10 working days)
· Ensure resources and teaching, learning and assessment contribute to the quality of the provision
· Promote maths, English, ICT and employability skills to ensure students can prepare for their progression
· Ensure students are prepared for formative and summative assessments 
· Promote high expectations of students learning 
· Set challenging targets to ensure students are achieving to their highest potential 


	Initiative & Problem Solving – identifying actual/potential problems, considering/devising solutions, implementing.  Consider acting within given boundaries.
	· Deal with student behaviour and attendance in work placement issues taking appropriate action
· Monitor and track students to ensure deadlines are met
· Solving and using initiative in times of need
· Solving routine IT system failures
· Develop and utilise strategies to ensure achievement is maximised
· 

	Investigation & Analysis – includes research
	· Engage in continual professional research and development to ensure assessment is up to date and inspiring


	Sensory & Physical Demands – uses senses singly or in combination and use of physical skills/ effort
	· Be confident and competent with specialised content as per subject specialist area 
· Use Microsoft 2016/365 online and standard office equipment
· Use College systems to input data or finding information 
· Thorough use of College systems to capture information to create a detailed picture of the student journey


	Work Environment – conditions under which they work. Risk/H&S
	· Carry out risk assessment for groups of students on work placement 
· Comply and adheres to standard health and safety guidance in regard to self and others, and reports concerns to others for action 
· Complete mandatory Health and Safety training


	Pastoral Care & Welfare – physical, mental health & wellbeing 
	· Encourage, motivate and inspire students
· Refer students to appropriate outstanding advice employment and progression to support their chosen career
· Ensure all students feel safe in College and work placement and they understand how to keep safe themselves in different situations 
· Report safeguarding issues to the Safeguarding team as appropriate


	Team Development – coaching, development of team (not others)
	· Assist colleagues with day to day tasks and help new employees settle in
· Participate in the College induction process
· Engage in activities to share good practice within teams


	Teaching & Learning -Support all types of teaching and learning support outside of immediate work team
	· Deliver outstanding assessment
· Maximise retention, achievement, attendance and progress of all students 
· Ensure an inclusive assessment environment that reflects and values the diversity of students 


	Knowledge & Experience – knowledge acquired through education/ qualifications and experience
	· Working within a diverse environment of active students
· Up to date knowledge of subject specialism
· Outstanding expertise to be able to assess competence in the workplace environment
· Experience of interpreting rules, procedures and regulations and provide advice to others on how they should be applied 







PERSON SPECIFICATION
	Education/Qualifications
	
	
	

	Essential:
	S/L
	I
	A

	· Level qualification or equivalent in relevant curriculum area
	/
	
	

	Desirable:
	
	
	

	· D32/D33 A1 or TAQA or working towards
	/
	/
	/

	Experience and Technical Skills
	
	
	

	Essential:
	S/L
	I
	A

	· Vocational experience of the Early Years Sector
	/
	/
	/

	· A sound knowledge of appropriate legislation affecting the workplace, including Health and Safety and Early Years curriculum. Sector driven initiatives and current thinking. 
· A good understanding of current Government initiatives. 

	/


/
	/


/
	/


/

	Desirable:
	
	
	

	· D32/D33 A1 or TAQA or working towards 
· An appreciation of the structure of the qualifications and of their assessment procedures
	/
/
	/
/
	

	Personal/Behavioural Attributes
	
	
	

	Essential:
	S/L
	I
	A

	· Ability to work in a team. 
· Personal warmth, openness and sensitivity. 
· Highly motivated to personal and team achievement and able to work on their own initiative. 
· Company loyalty. 
· Innovative and creative. 

	/
/
/

/
/
	/
/
/

/
/
	

	Other Requirements
	
	
	

	Essential:
· Ability to use logic and information to achieve goals. 
· Effective use of business tools and IT 
· Able to prioritise work to ensure achievement of targets. 

	S/L

/
/
/
	I

/
/
/
	A

/

/

	· Clean enhanced DBS record.
	/
	/
	

	Safety Critical Role
Able to travel between sites timely
	
   /
	
	



S/L = Short Listing        I= Interview         A=Assessment 
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