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Job Description
	Job Title:
	Assessment / Examination  Writer

	Department:
	Quality Assurance

	Grade:
	Self Employed

	Reports to:
	Chief Examiner

	Responsible for:
	none


Main function of work: 
To produce external and/or internal assessment material for specified qualifications

Key responsibilities: 
1. Agree with the Chief Examiner an outline area of the specification together with a timeframe for producing assessment items;
2. Compile assessment item(s) or question(s) together with a proposed mark scheme and mark allocation;
3. Ensure items are produced in the agreed format;
4. Attend standardisation sessions;
5. Complete work at specified level and within agreed timeframe;
6. Maintain confidentiality and security of items during construction and transfer;
7. Notify, promptly, the Chief Examiner of any issues impacting on timeliness, validity, reliability of any assessment material;
8. Declare conflicts of interest.

Payment £150 per day (but may change to outcome payment)


Person Specification – Writer

	
	Essential
	Desirable

	Qualifications & Experience
	Occupationally competent in a 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, or moderate internal / external assessment.



	Knowledge & Skills


	Excellent knowledge of qualification types (Diploma, NVQ, VRQ)

Previous assessment experience / methods


	

	Personal Attributes
	Excellent time management;

Project management;

Confidentiality.
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