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Job Description 
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Post:


Job Description: Practice Learning Development Officer (PDAPL Co-ordinator)
Responsible to:
Manager
Hours of work: 
35 per week
Salary Scale (GCVS):     £41,965 (Band 7, salary points 28-31 - placing dependant on qualifications and experience.
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Purpose of post:
The post holder will be responsible for working in partnership, to plan, deliver and evaluate the PDAPL programme. The successful candidate will be responsible for the practice elements of the programme, including the strategic developments and operational oversight. The post holder will represent Learning Network West as a conduit in Social Work Education across Scotland. 
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Main responsibilities:
· Co-ordination of candidate selection, including standardisation between SQA centres, cohort adverts, facilitating information session, reading all applications and chairing selection panel, writing decision letters and providing one to one feedback for unsuccessful candidates. 

· Undertake assessment and internal verification of candidates. 

· Co-ordinate assessment and verification activities, including assessor and verifier induction and registration, annual CPD records, chairing portfolio and standardisation meetings (approx. 18 meetings a year), ensuring assessment and verification adheres to both award standards (SSSC) and validation requirements (SQA).  

· Development and review of course materials, including assessment instruments, methodologies and portfolio, handbook, selection materials, teaching materials, policies and strategy documents. To be cognisant of legislative, policy and practice developments and ensure programme continues to meet the broad needs or partners, regulatory and validating bodies. 

· Co-ordinating ongoing CPL activities for assessors and verifiers. 

· Co-ordinating and tutoring on a taught programme (covering topics including assessment, supervision, adult learning, reflection, emotional intelligence, evidence based practice, leadership, evaluation and change processes).

· Evaluation of all programme activities.

· Maintaining accurate, up to date candidate and assessment records, including candidate progress and deferrals. 

· Producing annual quality assurance monitoring, external verification and systems verification reports.

· Collating, analysing and producing a range of monitoring information for stakeholders, including the West Learning partnership (12 local authorities and 5 HEI’s).

· The design, facilitation and evaluation of assessor and verifier induction programmes.

· Chair Practice Learning Award Management Group and undertake any tasks allocated – over the next year this will likely include the implementation of revised Group Award Specification(following recent SQA review) and subsequent amendments to portfolio handbook and taught materials. 

· Co-ordination and investigation of complaints and misconduct procedures.

· E-portfolio induction programme, monthly e-portfolio surgeries and ongoing/ as and when support for candidates, assessors and verifiers.
