EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Qualification and Assessment Officer
Department: Adult Social Care and Health
Grade: Single Status 9
Responsible to: Service Coordinator
Purpose of the Role:
Joint Community Rehab (JCR) is a time limited, integrated countywide domiciliary service delivered by Adult Social Care (ASC) and East Sussex Healthcare Trust (ESHT). It supports people to minimise their loss of function and maximise their independence, health and wellbeing. The service aims to reduce recovery times, prevent unnecessary acute hospital admission, and prevent or delay progression to long-term domiciliary care.
The client-facing staff receive extensive training both during their induction and beyond. The primary purpose of the Qualification and Assessment Officer is to support the development, design and delivery of the induction programme for these staff.
Key tasks:
1. Undertake a key role in the provision of vocational qualifications for JCR staff by delivering induction sessions, workshops and training which comply with the Care Certificate Standards, Core Principles of Reablement and the Northern Council for Further Education accredited unit: Provide Support to Maintain and Develop Skills for Everyday Life (REAP unit).
2. Use technology, including Microsoft Office, Microsoft Teams and Ecordia, to support the delivery of qualifications.
3. Undertake direct assessment of learners in their workplace, ensuring best practice and review of practice as required.
4. Work with the Adult Social Care training team to ensure the training and development needs of the JCR workforce are identified and analysed, with  relevant learning opportunities offered as a result.
5. Act as an Internal Quality Assurer (IQA) (working towards achieving IQA award if necessary), as required, ensuring best practice, benchmarking and standardisation of qualifications. This includes the review and updating of systems and procedures.
6. Ensure compliance with Awarding Body and Assessment Centre requirements through assisting the Centre Manager with External Quality Assurance visits, attending regular REAP IQA meeting and REAP monitoring meetings.
7. Assist learners with any disclosed and identified additional needs and provide tailored support as required to enable progression and completion of REAP.
8. Monitor progress of qualification achievement and to provide relevant information to JCR Management Teams as requested, including researching and collating statistical data.
9. Attend meetings as appropriate to include, JCR Business meeting, Induction leads meetings.
10. Support Service Coordinator with the development and delivery of new training/refresher training as required to ensure the service meets regulatory standards.
11. Responsible for the storage of learner data electronically and paper based; ensuring that the centre is complying with ESCC data protection and confidentiality guidance and policies and monitoring external assessors.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Net zero emissions targets – reduce your work’s environmental impact.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
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· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.


PERSON SPECIFICATION
Essential education and qualifications
1. D32/33 or A1 Assessor Award.
2. D34/V1 Internal Verifier Award. 
Essential key skills, abilities, knowledge, experience, values and behaviours
3. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences.
4. Able to converse at ease with customer and provide advice in accurate spoken English
5. Ability to work collaboratively as a member of a team and be able to develop professional relationships across teams and services to achieve shared aims
6. Ability to plan and organise a varied workload for self and others, working to short deadlines. 
7. Ability to analyse, interpret and clearly present data, some of which may be complex, in line with Data Protection regulations. 
8. Ability to use technology as part of the role: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams, and electronic portfolio systems
9. Ability to design and produce learning materials and resources.
10. Ability to manage/lead groups of learners and identify training needs and develop training interventions accordingly.
11. Understanding of National Occupational Standards and vocational qualifications.
12. Knowledge of legislation and policies in occupational sector.
13. Experience of working in occupational sector.
14. Experience of supporting at least one candidate through an NVQ/RQF Award.
15. A commitment to professional and personal development.  
16. Knowledge of the Data Protection regulations including an understanding of data storage and retention schedules, and a commitment to maintain confidentiality.
17. Able to meet the travelling requirements of the post.
Desirable key skills, abilities, knowledge, experience, values and behaviours
18. Knowledge of the national context of training developments of own occupational areas.
19. Learning and development practitioner (level 3) or equivalent such as Preparing to Teach in the Lifelong Learning Sector (PTLLS); or willingness to undertake.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children/vulnerable adults
	No

	Moving & handling operations
	No

	Occupational Driving
	No

	Lone Working
	Yes

	Working at height
	No

	Shift / night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and /or vibration
	No

	Food handling
	No

	Exposure to blood /body fluids
	No
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