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Job Description
 
 
Accredited Training Coordinator

Hours   		28 hours per week (Part time)
 
Location:  	Home Based.  The post will involve travel to the ARC Scotland Office in Eskbank and other locations in Scotland

Period:	Permanent
 
Salary: 	£35676 - £46826 (pro-rata) depending on skills and experience
 
Responsible to:	Head of  Accredited Training.


Overall Purpose
 
Manage the coordination and delivery of qualifications within ARC Scotland’s assessment centre, ensuring it meets all Qualifications Scotland’s requirements.  Contributing to the delivery of ARC Scotland’s workplan, vision and mission. 

 
Leadership

Work with the Head of Accredited Training to deliver ARC Scotland’s overarching workplan.  

Provide support and guidance to the administration team.  

Recruit, induct, manage and support (as the first point of contact) the team of freelance contractors delivering high quality assessment and verification across the assessment centre. 

Coordinate the deployment of freelance contractors in the delivery of accredited qualifications across Scotland.

Manage and facilitate the standardisation of assessment and verification activity in accordance with Qualifications Scotland’s requirements.  

Contribute to the ongoing strategic planning and development of ARC Scotland. 

Facilitate and / or contribute to relevant ARC Scotland meetings. 

Deputise for the Head of Accredited Training in their absence.

Key Responsibilities

Be the first point of contact between ARC Scotland and Qualifications Scotland in accordance with their requirements.

Maintain ARC Scotland’s compliance with Qualification Scotland’s requirements.

Be the first point of contact with Qualifications Scotland in coordinating external verification activity, approval applications and ensuring any recommendations are implemented timeously.  

Manage partnerships between ARC Scotland and customers (managing existing resources in retaining and gaining new business along with the Head of Accredited Training).  

Review, update and refresh ARC Scotland’s policies and procedures in line with current legislation and Qualifications Scotland guidelines and ensuring they are implemented.

Ensure suitable records are maintained and updated in accordance with the requirements of Qualifications Scotland and  ARC Scotland’s data management policy.

Communicate changes and updates to and from Qualifications Scotland to all relevant parties. 

Notify Qualifications Scotland of any changes which may affect the centre’s ability to meet the quality assurance criteria.

Carry out assessment and verification activity as required to maintain competence and quality assurance standards.

Discuss monthly candidate progress reports with freelance assessors and verifiers and provide partner organisations with regular updates.  Agree and implement remedial action where required progress has not been made. 

Monitor payment claims against assessment and verification time claimed.

Gather, process and analyse feedback as part of the quality assurance processes within ARC Scotland.  Use feedback to promote services or to address areas of improvement identified timeously.  

Support the development and implementation of communication and marketing strategies within ARC Scotland.   

Conduct any investigations required in accordance with ARC Scotland’s policies and procedures.

Other 

Deliver training as required.

Be flexible in approach and adaptable in managing own workload. 
 
Work flexible hours and be able to travel throughout Scotland as required.
 
Undertake CPD to maintain competence in accordance with relevant assessment strategies, and ensure freelance contractors do the same.


































Person Specification

Essential

Experience of managing team of dispersed freelance assessors and verifiers.
Experience of managing quality assurance processes to meet regulatory requirements.
Experience of building effective relationships with customers.
Experience in the field of health and social care.
Hold L&D9DI. 
Hold L&D11. 
Ability to travel throughout Scotland.

Desirable

Hold SSHC or SSCYP SVQ at SCQF level 9. 
Hold CSLM SVQ at SCQF level 10.
Experience of meeting income targets.
Experience of delivering training.
Experience of using e-portfolios.
Strong ICT and digital skills.
Important information:

This post is part time and is predominantly home based.
The needs of our business require the postholder to work four days per week.

How to apply:

Submit your CV and a personal statement evidencing how you meet the required criteria and setting out how you would make this post your own if you were appointed.

Applicants that do not hold the essential criteria (L&D9DI and L&D11) need not apply as they will not be shortlisted.

Applications must be submitted before 5pm on 5 April 2026 to: andries.fourie@arcuk.org.uk 

Interviews will be held on 16 April 2026 in the ARC Scotland office, Unit 20 Hardengreen Business Park, Dalkeith, EH22 3NX
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