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JOB DESCRIPTION

Training and Assessment Officer for
Job Title: Manicure Pedicure, Advanced Nails.

Quality Team Loans

Reports To:

£25,000 to £28,000 pro Rata
Rate of Pay:

Performance Related Bonus/Pension
Benefits:

12 Hours per week with the view to Full Time.
Hours:

Head office
Location:

To deliver quality teaching, learning and assessment to defined quality
Primary Purpose: standards across all VTCT programmes within the range of own
occupational competence and to support members of the delivery
team as required.

Principal Duties Include:
Your duties and responsibilities will include:
e Plan for and deliver high quality teaching in the subject areas required

e Ensure all marking, assessments and any moderation are completed timely and
tracked appropriately

e Maintain consistency of lessons in line with the Ofsted CIF ‘Good’ and ‘Outstanding’
criteria under the teaching, learning and assessment key judgements. Ensure all
learners are fully engaged with their learning; developing the skills, knowledge and
standards required for successful completion of their programme and industry
expectations

e Actively encourage and promote the process and importance of developing essential
English, Maths and ICT skills

e Reflect and evaluate teaching practice to ensure strategies used are effectively
engaging learners
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e Ensure verbal and written feedback supports learners in developing their skills,
knowledge, English and Maths

e Ensure exams (online or paper based) are invigilated correctly following the
organisational, awarding body and JCQ guidelines/policies

e Ensure all learner and group tracking, records and notes are accurate and up to date
and maintained

e Ensure all processes are adhered to and appropriate paperwork completed. Such as
Safeguarding, welfare, disciplinary procedure and salon forms

e Assist with open and applications days as required, promoting the work of the
organisation

e Advise programme managers on programme delivery and requirements as part of the
self-assessment review (SAR), which feeds into the overall organisations SAR

e Maintain a knowledge of new developments as part of the curriculum and teaching
practices

e Keep abreast of developments within own areas of expertise, informing the
programme manager and keep learning material up to date to reflect the
organisational and Awarding Body requirements

e Participate fully in all activities and curriculum monitoring, reviews and evaluations

e Contribute to development of course materials

e Support development of short/specialist courses in own specialist area as appropriate

e Provide active support to individual learners

e Encourage learners to develop as positive members of industry and society; such as

positive behaviour, professionalism, raising aspiration, entering competitions,
attending events and being a representative of the Organisation
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PERSON SPECIFICATION

Commitment +  Commitment to the Company’s values and standards including safe and
healthy working practices, equal opportunities and dignity and respect
at work

*  Willingness to be flexible

* Positive attitude to work and taking instruction from others

+ Commitment to developing self through training

¢ Commitment to work in line with the Common Inspection Framework

* A proven record of excellent time keeping and attendance

Experience ¢ Working in a fast paced training environment

e Providing detailed careers information, advice and guidance to learners
in an education setting in line with CIF

e Supporting tutors in the field to improve careers information, advice
and guidance and supporting learners at various parts of the learner
journey

e Working with external agencies and signposting learners to these where
appropriate

« Engaging at different levels along with excellent presentation skills

« Ability to communicate effectively in a professional manner (verbal,
written)

» Using ICT to ensure that all data is accurate.

* Working as part of a team

*  Working within the Common Inspection Framework, and contributing
towards Ofsted Inspections (desirable)

+ Effective written and verbal communication skills

+ Ability to create and maintain professional and productive relationships

+ Ability to work as part of a team

« Strong customer focus

+ Ability to manage changing priorities

» Excellent ability in the use of ICT including MS Office applications

« Organisational and planning skills

« Support in the maintenance of accurate records related to learning,
surveys etc.

* Work under pressure, manage time, prioritise and meet deadlines

* Use own initiative and to work independently to solve problems
creatively

 Prioritise conflicting work demands
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7/ TO EXCELLENCE

Essential
Attributes e Level 3 qualification in relevant subject area
e Teaching qualification / or willingness to obtain designated teaching
qualification within 12 months.
e Maths and English qualification to Level 2 or higher
e Assessors qualification: CAVA/A1/equivalent, or willingness to work
towards to obtain within probation period
e Anin-depth and practical knowledge of relevant subject
¢ Knowledge of current qualification structure
e An understanding of, and demonstrable commitment to, Safeguarding
Children and Young People (Every Child Matters) and Vulnerable Adults
and Prevent Agenda
e Recent and successful professional experience in the relevant area
e Ability to communicate with a range of learners on theoretical and
practical aspects of the programme
e Ability to lead learners to the successful completion of their
programme
Desirable e internal Quality Assurer qualification; CLIQA/V1/equivalent
Attributes
e Relevant, successful experience of tutoring or facilitating learning
e Managing others or supervisory experience
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