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Job Description

	Job Title:
	Assessment Manager

	Department:
	Operations/Quality Assurance

	Grade:
	9

	Reports to:
	Director of Operations

	Responsible for:
	Examinations and Moderation Team


Main function of work: 

To maintain regulatory compliance and to maintain standards across time and across levels of qualification.
Key responsibilities: 
1. Manage effectively and efficiently all assessment activities 

2. Ensuring all assessments meet the requirement(s) of the qualification and assessment specification:

a. ensure that, over a reasonable number of years, the examination as a whole will address all the specification content;

b. ensure that the external assessments as a whole cover the assessment criteria, as set out in the specification, and satisfactorily sample the appropriate content;

c. seek to ensure parity across alternative components and options in terms of the demands made on candidates;

d. supervise the construction of question papers and mark schemes and, where appropriate, the criteria for internal assessment in order to ensure appropriate standards;

e. approve internal and external assessment(s) prior to use;

f. ensure parity of standards across optional items in the assessment profile.

3. Maintain the qualification standard across time and within level:

a. compile exemplar work, annotated to show how the assessment criteria are to be applied;

b. ensure that all examiners and moderators correctly interpret and apply the assessment criteria and that they are using the same criteria as the awarding body provides for the internal assessors;

c. submit an evaluation report on the examination in that specification including the performance of the question paper and assessment task;

d. organise awarding meetings to advise the Awarding Committee on how the assessment and question functioned and recommend preliminary mark ranges for the judgmental grade boundaries.

4. Monitor centre performance in assessment(s) and ensure that appropriate preparatory, follow-up and remedial work with centres is carried out where necessary.

5. Act as principal examiner or principal moderator for at least one qualification or component.  
6. Team:

a. manage the team of examiners and moderators

b. support principal examiners in performance or role 

c. monitor the standards of principal examiners, and moderators conduct training where appropriate and advise on reappointment.
7. Keep abreast of regulatory developments and advise the Executive team of any proposed changes.
8. Improve provision by continual improvement to systems and processes.
9. Agree and set the annual examination timetable with the Director of Operations. 
10. Manage and control departmental expenditure.
11. Undertake training and development as required by the organisation.

12. Any other duties required to support the organisation’s business requirements.

13. To be responsible for their own health and safety and to be responsible for the safe and healthy working environment of their team.
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Person Specification

	
	Essential
	Desirable

	Qualifications & Experience
	Degree level education
Teaching qualification e.g. 730, Cert Ed

Previous experience of leading external assessment

Experience of managing a team with diverse skills


	Membership, Chartered Institute of Educational Assessors

Project management

Assessor or verifier qualification

Experience of working in a regulated environment
Management qualification

	Knowledge & Skills


	Leadership skills
Understanding of the design principles of controlled assessment

Knowledge of the range of qualification types e.g. 14-19 Diplomas, VRQ, NVQ qualifications

Excellent project management skills

Ability to produce statistical analysis

Ability to present reports and concepts accurately and concisely
	Experience of managing home-based contractors
Marking/grading/standardisation/moderation

Occupationally competent in one of VTCT’s key subject areas
Ability to present professionally to a diverse audience



	Personal Attributes
	Self motivation
Time management

Attention to detail

Excellent verbal and written communication, including tact and diplomacy
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