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	JOB DESCRIPTION
	

	
	

	JOB TITLE
	Assessment Facilitator
	Contracted 



	JOB HOLDERS NAME
	



	HOURS PER WEEK
	As per contract
	LOCATION
	Multiple locations across England (mainly London)



	KEY RELATIONSHIPS



Internal
· Senior Administrator
· EPAO Co-ordinator
External
· Assessors
· Employers
· Training Providers
· Apprentices

	REPORTS TO



· Senior Administrator

	OVERALL JOB PURPOSE



To 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
· Representing AIM Awards to apprentices, employers and/or training providers, ensuring our customer service values are maintained 
· 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
	KEY RESULT AREAS



1.	Customer Support
1.1	Representing AIM Awards to apprentices, employers and/or training providers, ensuring our customer service values are maintained.
1.2	Working closely with the Customer Support Co-Ordinator – End Point Assessment (EPA) to ensure that AIM Awards End-Point Assessment (EPA) standards are effectively organised and delivered. 

1.3	Demonstrating strong customer service skills including effective communication skills, confident communication, ability to remain calm under pressure and the ability to multi-task.

2.	End-Point Assessment
2.1	Setting up the assessment room/s.

2.2	Co-ordinating the introduction of assessors/apprentices.

2.3	Invigilation of assessments in line with AIM Awards Invigilation Policy, delivery and quality assurance requirements.

2.4	Drawing on previous experience of invigilating assessments and work within education, work closely with AIM Awards to deliver and effectively contribute to continually improve the delivery of the testing element of the apprenticeship end point assessments and ensure the best possible service for our EPA apprenticeships and customers.

2.5	Demonstrate excellent problem-solving skills to ensure assessments take place minimising adverse effects on apprentices.


3.	Administration
3.1	Ensure the necessary documentation is in place and completed.

4.	General
4.1	Have due regard to matters of Health and Safety in the workplace and abide by the spirit and intention of AIM Awards Equal Opportunities Statement at all times.
4.2	Undertake any other duties as appropriate to the post as requested by the Board of AIM Awards

5.	Competencies
	(skills, knowledge, experience)
	Essential
	Desirable
	How Checked

	Experience

	Established experience of invigilation, for example multiple choice tests and exams both online and paper based
	√
	
	PS, I

	Experience of working within the education sector
	√
	
	PS, I

	Experience of assessment
	√
	
	[bookmark: _GoBack]PS, I

	Effective communication

	Communication Skills (written and oral)
	√
	
	PS, I, T

	Presentation Skills
	
	√
	PS

	Interpersonal Skills
	√
	
	PS, I

	Focussed Individual

	Initiative
	√
	
	I

	Eye for detail
	√
	
	PS, T

	Planning and Organising

	Time management
	√
	
	I, T

	Ability to prioritise effectively
	√
	
	I, T

	Teamwork

	Team Building/Team work
	√
	
	PS, I

	Flexibility
	√
	
	PS, I

	Equality

	Diversity Orientation
	√
	
	PS




6.	Qualifications
6.1	Hold a relevant customer service qualification (desirable)








AIM Awards Expectations
(Attitude and behaviours that demonstrate commitment, appreciation, respect and compassion for the wellbeing and success of AIM Awards) 
 
· You will be a natural researcher 
· Your ego will be the lowest priority 
· You will consistently inspire everyone else 
· You are all about efficiency 
· You happily assume any role at any time 
· You solve problems before they become disasters 
· You can advocate effectively 
· You believe honesty is the best policy 
· You come to work because you want to, not have to 
 
 
Additional Information 

· The willingness to travel is essential to this role
· A driving licence is desirable
· AIM Awards reserves the right to review and amend the content and reporting lines of this contract. 
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