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Job Description
	Job Title:
	Principal Examiner

	Department:
	Quality Assurance

	Grade:
	N/A

	Reports to:
	Chief Examiner/Moderator

	Responsible for:
	Nil


Main function of work:

The Principal Examiner is responsible for the setting of the question paper/task and the standardising of its marking.
Key responsibilities:

1. Set the questions and mark schemes for the question paper or approve those set by other examiners;

2. Seek to ensure parity of standards across optional questions in the paper and assist the chief examiner in ensuring parity of standards across optional papers;

3. Monitor the standards of marking of all the examiners for the paper, including, where necessary, any assistant principal examiners and team leaders, and take appropriate steps to ensure accuracy and consistency;

4. Advise on the appointment, training and reappointment, where necessary, of assistant principal examiners, team leaders and examiners for the question papers;

5. Attend the awarding meeting, advise members on how the question paper functioned and recommend preliminary mark ranges for the judgemental grade boundaries for the question paper;

6. Submit to the chief examiner an evaluation report on the performance of the question paper/task;

7. Participate in centre training events as required;

8. Undertake training and development as required.
Payment £600 per year + £150 per day (but may change to outcome payment)

Person Specification – Principal Examiner

	
	Essential
	Desirable

	Qualifications & Experience
	Must be occupationally competent in relevant occupational sector;

Wide ranging experience in assessment;

Qualified teacher or practitioner in a relevant discipline;

IT literate/access to IT equipment;

Knowledge/understanding of role.


	Previous experience of working with an awarding body to write, mark and moderate external assessment;

Proven track record of managing remote workers/workload.

	Knowledge & Skills
	Excellent knowledge of qualification types (Diploma, NVQ, VRQ);

Previous assessment experience/methods.


	

	Personal Attributes
	Excellent time management;

Project management;

Confidentiality.
	


