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Chichester College Group 
 
Worthing College 
 
Ref: HR/WC 
 

 
IT Assessor 
 
£12.33 to £13.48 per hour 
  

Variable hours 
 
We are looking to recruit a holistic assessor to support our IT apprenticeship programme at 
Worthing College.  The successful applicant will join our team of highly skilled and 
dedicated assessors and support the transition from frameworks to standards in 
apprenticeships. 
 
 
Closing date: 2 June 2019 
Interview date: TBC 
 
To apply, visit https://www.worthing.ac.uk/staff-vacancies 
or call Human Resources on 01903 275755 ext 424/422 

 
 
 

‘All posts are subject to an enhanced Disclosure and Barring Service check, which may include a check of the barred lists and any relevant 
overseas checks.’  
 
As users of the disability confident scheme, we guarantee to interview all disabled applicants who meet the minimum criteria for the role.  
 
We are an equal opportunities employer. 

 
 
 
 
 

 
 
 

https://www.worthing.ac.uk/staff-vacancies
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IT Assessor 
 
Team:   Apprenticeships 
 
Reports to:           Principal 
 
Location:  Worthing 
 
Job Purpose 
 
 To support the development of learners’ knowledge, skills and behaviours throughout 

their programme. 
 To apply theoretical and practical learning in practical work environments. 
 To collaborate with colleagues and employers to meet learners’ needs and achieve their 

potential. 
 To effectively participate in, and comply with, all admininistrative aspects of awarding 

body requirements where required, alongside the College Quality Assurance and 
Evaluation processes. 

 To ensure the learners’ timely completion of their training and qualifications in 
partnership with employers. 
 

Key Responsibilities 
 

 To support the learners’ development of vocational competence and the wider skills 
that relate to employability. 

 To train and/or assess learners within the relevant vocational area to awarding 
organisation standards in a timely manner. 

 To apply relevant initial and diagnostic assessment to individualised training plans.  
 To agree a training programme of development and assessment in partnership with the 

employer, setting realistic but challenging goals that meet the learners’ and employers’ 
needs, and include on and off the job training where required. 

 To actively listen, provide feedback and engage learners in planning their individualised 
training programme through coaching and mentoring; supporting the delivery and 
acheivement of additional qualifications as required. 

 To assess learners’ competence in relation to work-related/industry standards. 
 To provide workbased practice of the assessment instruments in the EPA where 

required, give timely and constructive feedback on assessment outcomes and progress, 
review and set new targets with candidates. 

 To complete relevant documentation in an accurate and organised manner, ensuring 
candidates are monitored and assessed against awarding body standards. 

 To meet regualrly with relevant curriculum and pastoral staff to ensure candidate 
progress is updated. 

 To attend regular standardisation/team meetings, as required. 
 To meet regularly with the Lead IQA to ensure learner progress is updated. 
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Role Context 
 
Chichester College Group expects staff to: 
 Work within the context of the Group’s core values, code of conduct, quality 

requirements and continuous improvement ethos. 
 
 Undertake their duties in accordance with Group policy and procedures, particularly 

with respect to: 

 Human Resources policies and procedures; 

 Equality, Diversity and Inclusion policies and procedures; 

 The Group’s Health and Safety policies and procedures; 

 Safeguarding and Prevent; 

 The Group’s policy on the confidentiality of data stored electronically and by other 
means in line with data protection legislation. 

 
 Keep abreast of developments in their own area of expertise and undertake staff 

development opportunities where identified and approved, subject to funding. 
 
Evening and weekend work may be required. 
 
You may be required to undertake such duties as may be reasonably required of you 
commensurate with this grade. 
 
Work outside the Group must not interfere with the effective delivery of your duties.  
Additional work requires approval by the Chief Executive Officer. 
 
Other supporting information can be found on the Group’s website. 
 
This job description is current at the date shown below. It is liable to variation by 
management in consultation with you to reflect or anticipate changes in, or to, the job. 
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Criteria 
Essential/ 
Desirable 

Assessed 

 

Qualifications 

Level 2 in literacy and numeracy  Essential 

Application Form/ 
Certificates 

Level 3 (or above for higher and degree 
apprenticeships) subject sector relevant qualification 

Essential 

Level 3 Assessor award (TAQA or equivalent) Essential 

Level 3 Teaching Award in Education Essential 

Coaching  and/or Mentoring award Essential 

Verifier award Desirable 

 

Experience 

Relevant and recent vocational experience in the 
relevant industry sector 

Essential 

Application Form/ 
Interview/ 
Assessment 

Experience of using a range of assessment techniques 
to prepare learners for timely End-point assessment 

Essential 

Experience of interpreting, developing and delivering 
training sessions  

Essential 

Experience of tracking, monitoring and reporting 
candidate progress  

Essential 

Demonstrable experience of a candidate and employer 
centric approach to delivery 

Essential 

Working within Post 16 training and assessment Desirable 

 

Knowledge 

Working knowledge of the relevant vocational area Essential 

Application Form/ 
Interview/ 
Assessment 

Up to date knowledge of the sector Essential 

Working knowledge of Microsoft Office applications, 
including Word  

Essential 

Up to date knowledge of Prevent and Equality and 
Diversity 

Essential 

An understanding of safeguarding vulnerable groups 
and the Data Protection Act 

Desirable 

Health and Safety legislation Desirable 
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Skills and Abilities 

Ability to work using own initiative Essential 

Application Form/ 
Interview/ 
Assessment 

Proven IT and keyboard skills, including using email Essential 

Ability to communicate to a diverse range of people at 
all levels, verbally and in writing 

Essential 

Time management skills, organisational skills and the 
ability to meet tight deadlines 

Essential 

Ability to work alone and as part of a team with 
interpersonal skills 

Essential 

 

Attributes 

Flexible in approach Essential 

Interview 
Commitment to equal opportunities, customer care and 
quality assurance 

Essential 

Commitment to the process of continuous review and 
improvement  

Essential 

 

Other Requirements 

Satisfactorily meeting the Group’s employment checks 
– a Disclosure and Barring Service Check (including any 
relevant overseas checks), health assessment, 
references, qualifications and legal entitlement to 
work in the UK 

Essential  
 

Checks and 
Clearances 

 

Ability to drive between sites and employer premises Essential 

To undertake continuing professional development Essential 
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Any appointment is subject to the Corporation’s terms and conditions of service. 
  
Working hours per 
week: 

Variable hours  

 

 
Salary range:   An hourly rate is payable for each agreed hour of work. 

The hourly rate includes basic rate and pro rata holiday 
entitlement. 
 
The minimum of the scale is £12.33 (inclusive) 
The maximum of the scale is £13.48 (inclusive) 
 
 Minimum Maximum 
Basic: £10.82 £11.83 
Holiday: £1.51 £1.65 
Total: £12.33 £13.48 

 

  
Salary progression: Salary progression is achieved through annual 

increments, in accordance with the Group’s 
Performance Management Scheme. 

  
Holiday entitlement: Holiday is calculated on a pro rata basis and paid in 

advance as part of the hourly rate. 
 

 
Holiday restrictions: Leave cannot be taken on certain days designated by 

the Group, e.g. development and administration days. 
Leave is to be agreed in advance with the line manager. 
Academic staff or staff supporting teaching and learning 
cannot take leave during term time. 

 

 
Pension scheme: Permanent and fixed term staff (regardless of how 

many hours they are contracted to) are automatically 
opted into the Local Government Pension Scheme 
unless they elect to opt out of the pension.  The Group 
contributes to this scheme and the employee 
contribution is determined by the level of actual 
pensionable pay and the guidelines given by the LGPS. 
Alternatively the employee may opt out within the first 
3 months of employment.  
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How to apply 
 
INTERNAL CANDIDATES 
 
Please complete a personal statement indicating how well your experience, skills, abilities, 
knowledge and values meet the criteria of the person / post specification. Please address 
each of these clearly in your application. Please ensure this statement is no more than two 
sides of A4 paper. 
 
Disability 
If, because of a disability, you need any help with completing your application form, please 
contact the Human Resources team at the college.  If you are shortlisted, we will be happy 
to discuss with you any special arrangements that may help you at interview. 
 
References 
 
All internal applicants for vacancies must ensure they provide a reference from their line 
manager.  Please use the pro forma on the staff intranet (Sharepoint) under ‘document 
libraries/human resources/current vacancies’.  Your line manager must complete the form 
and it must be received by Human Resources by the deadline shown below.   
 
Your personal statement and reference must be sent to Human Resources and received 
no later than 2 June 2019. 
 
For efficiency reasons vacancies may close earlier than published dates and vacancies may 
be simultaneously advertised internally and externally. 
 
Human Resources 
May 2019 
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EXTERNAL CANDIDATES 
 
COMPLETING YOUR APPLICATION FORM 
To apply for a job, you must be eligible to work in the UK. 
 
The application form plays a most important part in our selection process.  Please do not 
send us your standard CV (curriculum vitae) as we will not consider it.  It is vital that you 
fill in the form as fully and accurately as possible.  We will pay particular attention to how 
well your experience and skills fit the criteria of the Person Specification.  You should, 
therefore, make clear how you match these criteria. 
 
Please complete the on-line application form via the link on the jobs page on our website 
(www.worthing.ac.uk), wherever possible. 
 
Alternatively you may download the form in Microsoft Word or request a hard copy from the 
Human Resources Team.  Please use black ink, as other colours do not photocopy well and 
make sure that what you write is clear and legible.  If you need more space in any section of 
the application form, use extra sheets of paper and put your name at the top of each sheet. 
 
INFORMATION FOR AGENCIES 
It is our policy to recruit candidates directly from advertisement through our college website 
and the press, to ensure equality of opportunity. 
 
We will not accept applications via recruitment agencies.  
 
EQUAL OPPORTUNITIES MONITORING  
The college is working to improve its equal opportunities provision.  You are asked to 
complete these sections of the application form (although you are not obliged to do so) 
which asks for details of gender, age, disability and ethnic origin.  It helps us to monitor our 
progress on achieving equal opportunities and helps us to identify any gaps or 
inconsistencies so that we can correct them.  This information is not seen by shortlisting or 
interview panels. 
 
Disability 
If, because of a disability, you need any help with completing your application form, please 
contact the Human Resources team at the college.  If you are shortlisted, we will be happy 
to discuss with you any special arrangements that may help you at interview. 
 
WHERE TO SEND YOUR APPLICATION 
It is your responsibility to ensure your application reaches the college by 2 June 2019. 
Applications received after this date will not be considered.  If you are posting your 
application please address it for the attention of the Human Resources Team, Worthing 
College, 1 Sanditon Way, Worthing, West Sussex, BN14 9FD. 
(Tel: 01903 275755 Ext 424 /422)  Email: humanresources@worthing.ac.uk). 

http://www.worthing.ac.uk/
mailto:humanresources@worthing.ac.uk
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What Next? 
If you are shortlisted for interview we will normally contact you by telephone and send you 
written confirmation.  Interview dates will be notified to successful applicants shortly after 
the application deadline. 
 
For efficiency reasons vacancies may close earlier than published dates and vacancies may 
be simultaneously advertised internally and externally. 
 
If you are not shortlisted for interview, we regret that due to the rising cost of recruitment 
and our efforts to prioritise funds towards education, it is not possible to write to 
unsuccessful applicants.  If you have not received a reply within 5 weeks of the published 
closing date you should assume that you have been unsuccessful in your application.  We 
hope this will not deter you from applying for subsequent posts which may be of interest.  
Please also note, the college is unable to provide interview feedback to unsuccessful 
candidates. 
 
 
 
Human Resources 
May 2019 
 
 
 
 
 
 
 
 
 
 
 
 
 


