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JOB DESCRIPTION

	Post Title:
	SVQ Assessor

	Hours:
	Full Time - 32 hours per week

	Salary:
	Points 33 - £30,033 Annual Salary 

	Term:
	Permanent

	Responsible to:
	Training and SVQ Manager

	Location:
	Homebased with travel as required to visit candidates and occasional office day at GCVS offices.



Main purpose of this post
Responsible for conducting assessment of SVQ candidates undertaking regulated vocational qualifications up to SCQF level 9. Carry out internal verification of SVQ awards in compliance of GCVS policy and procedures. Communicate effectively with all stakeholders. You will contribute to developing and delivering quality courses as part of the GCVS Workforce Development Training Programme.
Key Responsibilities
· Meet with your candidates regularly (online/ face-to-face) providing feedback, motivation, and guidance to support the progression towards achievement of their awards by the target completion date using open and transparent communication.
· Agree individual learning and assessment plans with individual candidates.
· Provide constructive and timely feedback to candidates on evidence submitted and assessed.
· Identify and support candidates who may have additional learning support needs.
· Establish good communication and working relationships with candidate employers.
· Responsible for providing and submitting the evidence required for internal/ external verification processes in accordance with the assessment centre’s procedures. 
· Provide regular reports on candidate progress, maintaining accurate and timely records and feedback using the assessment Centre’s recording processes.
· Attend and contribute to award standardisation meetings this includes internal verifier standardisation meetings.
· Complete verification activities as directed, and according to GCVS sampling plans and Verification Strategy and Best Practice.
· Report results, concerns and issues in a timely manner to Training & SVQ Manager.
· Contribute to improving quality monitoring by sharing best practice.
· Attend External Verification meetings as required and contribute to preparation for these meetings as required.
· Undertake and record CPD in line with SQA Assessment Strategy requirements.
· Contribute to the maintenance and improvement of quality systems within GCVS.
· Attend and contribute to team meetings as well as input to the continuous development of products/ services of the SVQ department and wider Workforce Development Team. 
· Effectively coordinate and prioritise your own workload.
· Adhere to SQA Qualifications Assessment Guidance and Assessment Strategy.
· Adhere to GCVS Scotland Assessment Centre Policy and Procedures.

Additional Information:
· It is the nature of work at GCVS that task and responsibilities in many circumstances are unpredictable and varied.
· All employees are therefore expected to work in a flexible way when the occasion arises so those tasks, which are not specifically covered in their job description, are undertaken. 
· These additional duties will normally be compatible with the regular type of work required by the post. 
· If the additional responsibility or tasks become a regular or frequent part of the employee’s job, it will be included in the job description in consultation with the employee.  
· All GCVS employees are expected to practice and promote equitable, accessible and non-discriminatory approach to work at all times.  

Health and Safety
Everyone in this organisation has a responsibility to ensure his or her own safety and that of others. Employees must report immediately to their Line Manager any breaches of Health & Safety procedures, any accidents or safety related incidents and any unsafe acts.


PERSON SPECIFICATION

POST TITLE: SVQ Assessor
Candidate will be expected to demonstrate they are qualified and have the experience in assessment of qualifications with a sound knowledge of SQA requirements and hold a qualification that complies with award assessment strategies.
Essential skills for this post
· Experience of working within the Health & Social Care sector
· Hold SVQ Vocational Qualification at SCQF L9 in Social Service & Health Care. 
· Commitment to continually improving the quality of care and support provided to the people in Scotland.
· Hold SVQ Qualification in Assessment i.e. A1/D32/D33/L&D9di
· If successful, willingness to undertake in post either of these awards V1/D34/L&D11 – if do not hold them currently.
· Experience of assessment in compliance with SQA standards. 
· Experience of course design and delivery.
· Excellent communication skills both verbal and written. 
· Ability to work autonomously and use own initiative. 
· Aptitude to inspire confidence, direction, and motivation to candidates. 
· Maintenance of continuous professional development as required by SQA.
· Excellent time management skills and the ability to manage competing priorities.
· Be able to demonstrate commitment to equitable, accessible, and non-discriminatory approach to work at all times.
· Strong IT skills with experience of using Zoom/ MS Teams.
Desirable
· Holds either V1/D34/L&D11
· Additional vocational competence and experience to assess I some or all of the following SVQs at levels 2,3 and 4: 

· Social Services (Children and Young People)
· Advice and Guidance
· Learning and Development
· Management
· Customer Service
· Business and Administration
· Community Development

· Full UK driving license  
· Experience and understanding of working in the voluntary sector.

Employment conditions
The following terms and conditions are typically offered to GCVS staff on fixed term and permanent contracts and are set out here for your information only.  Terms and conditions may vary according to circumstances and this summary does not form part of any subsequent employment contract.
· Annual leave entitlement: 28 days per annum.  13.5 fixed public holidays.
· Reduced working week – (Full time - 32 hours)
· Paid sickness absence entitlement during first year of service is 4 weeks at full pay and 4 weeks at half pay, based on contractual hours and calculated on a rolling basis.  This entitlement increases with service.
· References will be sought from previous employers prior to appointment.

Probationary period:	3 months with a review at 3 months. During the first 3 months the contract may be terminated with 1 weeks’ notice, thereafter it will be 4 weeks.
Pension:	Contributory pension through Pension Trust 
GCVS contributes 6% salary on condition the member of staff contributes at least 4%. This can be joined on completion of three months employment. Life Assurance when joining the pension: 3 times your salary payable on death in service.
Flexi time; 	GCVS operates a flexi-time system.  Any additional hours or evening work required will be recompensed via flexitime. GCVS is committed to Work-Life Balance.
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