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It’s what we do together that sets us apart –

Aspirational, Inspirational, Motivational

AIM Awards is a company Limited by Guarantee
Registered No. 5038056 Registered Charity No. 1103300


Dear Enquirer

Thank you very much for your interest in working at AIM Awards. We are a registered charity operating as an awarding organisation, Access to HE validating agency and end point assessment organisation.  We have a head office based in Derby and are dedicated to offering a high quality, efficient and effective service whilst remaining supportive and accessible.

We want to continue to grow AIM Awards. We know that great businesses are powered by happy colleagues who feel invested in the company they work for. Our people are curious and creative colleagues that anchor us to our foundations and help achieve our charitable objectives for learning – all kinds of learning for all kinds of people. Whether it’s at home, in the classroom or in the workplace, learning is the key to improving our chances in life.
 
As well as providing a fun and inspiring workplace, over the years we have defined clear values that inform everything we do, ensuring all our teams are striving to be world class, constantly innovating and inspiring positivity in their colleagues.
 
Not just co-workers, we're proud AIM Awards colleagues who help our company thrive. Our friendly and professional teams work together in a diverse range of roles to support the future of work and learning around the world. If you share our commercial focus and passion for helping people to realise their potential – discover more about the exciting careers and great benefits we can offer you.

Key information:
· We have a portfolio of over 500 regulated qualifications in a range of subject areas
· We work in over 40 countries through our partnership with Anglia Examinations
· We validate the Access to HE Diploma for a wide range of FE colleges and training providers
· We are building a series of online training courses to support delivery of our qualifications
· We are developing our footprint as the end point assessment organisation of choice for the creative industries
· We have 30 full and part time staff in addition to a large number of subcontracted verifiers, assessors and examiners

I place tremendous personal importance on getting the right person to maintain the excellent levels of customer service in which we pride ourselves.

I look forward to your application.

Linda Wyatt
Chief Executive

We welcome applications from all sectors and communities and are able to make specific arrangements and adjustments for candidates whose circumstances require this.  

Background

[bookmark: _GoBack]AIM Awards is an Awarding Organisation regulated by Ofqual, CCEA and Qualifications Wales to develop, deliver and award qualifications. We are also recognised by the Quality Assurance Agency for Higher Education (QAA) as an Access Validating Agency (AVA) to develop and approve courses leading to entry to Higher Education.  We are currently approved by the ESFA to develop end point assessment for four apprenticeship standards in the creative industries and have an ambitious development plan for significant growth in this new market.

We are a registered charity and originated as an organisation in the 1980’s, becoming AIM Awards in 2011. In the past few years we have expanded internationally with our ESOL provision and are now working in partnership with Anglia Examinations in 43+ countries.

We work closely with Employers, Further Education colleges, Higher Education institutions, Schools, Offender Learning centres, Voluntary and Community Sector organisations and Private Training Providers to ensure our products are as good as they can be.  Our qualifications are used by over 400 recognised centres and a growing number of employers and training providers are turning to us for end point assessment.

Our strategic aims are to:
· Be established as a significant high quality end point assessment organisation
· Be a leading high quality AVA
· Grow our international market
· Be a major provider of offender learning
· Maintain and grow all our brands and markets
· Maintain compliance with all regulators

AIM Awards Services

There are many benefits for centres working with AIM Awards:

· Value for money, including reasonable charges and a not-for-profit ethos
· Dedicated support through regional account teams
· Access to a network of education and training organisations
· An efficient administrative and certification service, with clear service standards
· A commitment to promoting wider access to learning, equality of opportunity and recognition of achievement











About the role

Assessment Facilitator
Location: Multiple locations across England (mainly London)
Our End Point Assessment Organisation, AIM Awards, exists to support the growth in the End Point Assessment (EPA) of Apprenticeship standards, delivery of high-quality EPA, and working in partnership with major employers across sectors.  We are currently focusing our work on the creative industries.
We are now seeking to recruit talented and motivated individuals to join us as Assessment Facilitators who will ensure that all EPA testing undertaken is completed through:
· Ensuring necessary documentation is in place and completed
· Representing AIM Awards to apprentices, employers and/or training providers, ensuring our customer service values are maintained 
· Managing own diary effectively to ensure assessments start as scheduled 
· Setting up the assessment room/s
· Supervising learners sitting assessments whilst ensuring a calm environment which will give apprentices the best possible opportunity to be successful   
· Coordinating the introduction of assessors/apprentices 
· Invigilation of assessments in line with AIM Awards Invigilation Policy, delivery and quality assurance requirements
· Report all risks, issues and suspected malpractice encountered during invigilation of assessment activities 
· Adhere to health and safety processes and procedures, including at employer/training provider sites
· Ensure AIM Awards policies and procedures are followed at all times
Being an Assessment Facilitator for an AIM Awards end-point assessment you are most likely to be the first face to face contact the apprentice and training provider staff will had with AIM Awards. The role requires excellent customer service skills including effective communication skills, confident communication, be comfortable working under pressure and have the ability to multi-task.
Drawing on your previous experience of invigilating assessments and work within education, you will work closely with the EPAO Coordinator to deliver and effectively contribute to continually improve the delivery of the testing element of the apprenticeship end point assessments and ensure that you are providing the best possible service for our EPA apprentices and customers.
Whilst experience is preferred, full training will be provided for the successful candidates. Whilst the role is ad-hoc, hours will be agreed with the successful candidates in advance and there will be an opportunity to work regularly.
These roles are temporary, contracted positions.
Hourly rate: £12 per hour



Minimum requirements are:
· Established experience of invigilation, for example multiple choice tests and exams both online and paper based
· Excellent organisational skills and a professional approach
· Timekeeping and punctuality
· Problem solving skills and ability to stay calm under pressure
· Good interpersonal and communication skills 
· Willingness to travel
· Self-motivated and possess a flexible approach with apprentices and employers
· A driving licence is desirable




































AIM Awards staff teams

AIM Awards has five main teams with specific functions across the organisation.

· The Business Team is responsible for working with their allocated centres to establish which of our products best meets the need of their learners. The Business Development Managers have responsibility for liaising with the staff in our centres to offer full support on our products and promoting our qualifications to organisations across the country.  The Director of Business and Brand Development leads this team.

· The Product Team is responsible for the development and review of qualifications, assessments and resources throughout their life cycle, ensuring validity and fitness for purpose. The Director of Assessment and Qualifications leads this team.

· The Quality Team is responsible for standards and regulation across centres and products. Each centre has a named External Quality Assurance Manager or Centre Lead Moderator for annual and periodic review visits, monitoring all aspects of quality assurance and supporting quality improvement. The team monitors standards over time and provides the evidence required for our regulators. External Verifiers/Moderators within the team have responsibility for checking internal assessment decisions and processes at centres. The Director of Quality and Operations leads this team.

· The Customer Support Team is responsible for ensuring the highest service standards to our centres.  They manage the end to end process from centre approval, registration, award and certification of products.  They also handle examination and assessment booking and invigilation.  The Customer Support Manager leads this team.

· The Corporate Service Team is responsible for delivering an administration service to all areas of the organisation.  The Manager of Corporate Services leads this team.




How to Apply

Candidates should submit the application form provided and a letter of application outlining how they meet the criteria for the post (max two sides of A4).

If you have any questions about the role then please contact the AIM Awards Office and ask to speak to Rachael Tweddle, People Manager on the following number: 01332 341822

Completed forms should be returned to:
Rachael Tweddle
People Manager
AIM Awards
3 Pride Point Drive
Pride Park
Derby
DE24 8BX

Email application to: - Rachael.Tweddle@aimawards.org.uk 


Closing date: Friday 22nd March
Interview Dates: TBC 3rd and 4th April. Please note this could be by telephone or video call.
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