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Aspirational ● Creative ● Collaborative ● Joyful ● Compassionate 

	Job Description

	Job title
	Assessor (RQF)

	Location
	St Elizabeth’s Centre, SG10 6EW

	Responsible to
	Learning and Development Manager

	Accountable to
	CEO & Board of Trustees 

	St Elizabeth’s

	Based across 60 acres of beautiful countryside in Much Hadham, Hertfordshire, St Elizabeth's is a charity supporting children, young people and adult day clients with epilepsy and other complex medical conditions, the severity of which impacts upon their health, social, behaviour, learning and emotional development. 

	Our values 


	The post holder will be expected to operate in line with our workplace values, which are:  

Aspirational – we aim high 

Collaborative – we work together

Joyful – we love what we do 

Compassionate –  we care 



	Scope of the role

	The Assessor supports the delivery and quality of St Elizabeth’s RQF qualification programmes by assessing, developing, and guiding learners across both knowledge and competency-based elements. The role involves carrying out fair, consistent, and robust assessment of practice through observation, professional discussion, and portfolio evidence, ensuring compliance with awarding body and internal quality standards.
The post holder will support learners throughout their qualification journey, providing clear guidance on evidence collection and promoting professional development, confidence, and competence. Working closely with managers and the Learning & Development team, the Assessor will contribute to a positive learning culture and effective workforce development across the organisation.
The role also includes managing a caseload, maintaining accurate records, and contributing to quality assurance processes, including internal verification and KPI reporting, whilst keeping up to date with national standards and best practice.



	Main duties and responsibilities 

	
Assessment & Quality Assurance
· Assess both knowledge and competency-based elements of qualifications through observation and evidence review 
· Conduct robust and holistic assessment of practice through observation, professional discussion, and portfolio evidence, ensuring full compliance with awarding body and internal quality standards 
· Maintain an up-to-date understanding of emerging technologies (including AI) to uphold academic integrity and identify any potential misuse or malpractice within submitted work 
· Implement and adhere to agreed internal quality assurance and sampling strategies 


Learner Progress & Support
· Ensure learner progress is effectively tracked, with clear targets set, recorded, and achieved within agreed timescales 
· Build and maintain strong, professional relationships with learners, fostering a supportive and engaging learning environment 

Stakeholder Collaboration
· Develop collaborative partnerships with managers to support learner development and programme success 
· Work closely with the Qualifications Manager to support the effective and efficient delivery of qualifications, providing accurate updates on learner progress and completions to inform KPI monitoring and reporting 
· Support the Learning & Development team as required, in line with caseload priorities and assessor responsibilities 

Caseload & Delivery
· Manage an allocated caseload, effectively planning time for assessments, observations, and evidence documentation 
· Deliver and support teaching and learning sessions for both internal and externally accredited qualifications 

Data, Compliance & Continuous Improvement
· Maintain robust and accurate data records in line with organisational processes, contributing to wider strategic objectives 
· Keep up to date with developments in national standards, attending relevant training, conferences, and CPD activities as required 

Professional Development & General Responsibilities
· Actively participate in performance reviews, supervision, and personal development planning, undertaking training as agreed with the line manager 
· Demonstrate ongoing professional development, meeting agreed standards and contributing positively to team effectiveness 
· Demonstrate flexibility in working hours to meet the needs of the service, including occasional early morning or evenings, weekends, and work outside of standard 9–5 hours
· Undertake any other duties reasonably required, in line with the needs of the role and organisation










	Other 


	St Elizabeth’s is committed to safeguarding and promoting the welfare of children, vulnerable adults and young people. The successful applicant(s) will be required to undertake an enhanced disclosure through the Disclosure and Barring Service. St Elizabeth’s is proud to be recognised as an Investor in People and to hold Disability Confident status. We are an equal opportunities employer welcoming applications from across the community.
Some of our positions involve regulated activity relevant to vulnerable children, adults and young people. It is a criminal offence for people who are barred from working in regulated activity to apply for roles that require them to work unsupervised with that particular group. Our vacancies are exempt from the Rehabilitation of Offenders Act 1974.
The duties and responsibilities outlined above do not represent a full list of the tasks the post-holder will be expected to perform.  Also it is recognised that the duties of all posts are subject to change from time to time.
Minor alterations to duties, and performance of similar tasks within the scope of, and at the same level as normal work, will be necessary.

The post holder will take responsibility for safeguarding and promoting the welfare of children, vulnerable adults and young people within the scope of the role.
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	Person Specification

	Assessor (RQF)
	Essential
	Desirable

	Qualifications 

	Recognised Assessor qualification (e.g. A1 Award or equivalent)
	
	

	Level 3 RQF Diploma in Residential Childcare (or equivalent)
	
	

	Internal Quality Assurance qualification (e.g. V1 Award) or willingness to work towards
	
	

	Level 2 qualification in Learning Disabilities (or equivalent relevant qualification)
	
	

	RQF 5 in Leadership & Management (or equivalent)
	
	

	Knowledge, Experience & Understanding   

	Experience of assessing vocational qualifications within a health, social care, or education setting
	
	

	Proven ability to assess both knowledge and competency-based elements, including workplace observation and portfolio assessment
	
	

	Experience of supporting learners through qualification programmes, including setting targets and monitoring progress
	
	

	Experience of managing a caseload and prioritising workload effectively
	
	

	Ability to maintain accurate records and manage data in line with organisational and compliance requirements
	
	

	Knowledge of safeguarding principles and their application within a learning and care environment
	
	

	Sound understanding of RQF frameworks, awarding body requirements, and assessment standards
	
	

	Experience of delivering teaching, training, or group learning sessions
	
	

	Knowledge of internal quality assurance processes and sampling requirements
	
	

	Experience of working within a residential childcare or learning disability setting, with an understanding of complex care environments.
	
	

	Awareness and understanding of emerging technologies (including AI) and their impact on assessment and academic integrity
	
	

	Skills & Abilities 

	Strong assessment skills, with the ability to make fair, consistent, and evidence-based judgements
	
	

	Excellent communication skills, both written and verbal, with the ability to engage and motivate learners
	
	

	Ability to build effective working relationships with learners, managers, and colleagues across the organisation
	
	

	Highly organised, with the ability to manage a caseload, prioritise workload, and meet deadlines
	
	

	Strong attention to detail, ensuring accuracy in assessment decisions and record keeping
	
	

	Ability to provide constructive feedback that supports learner development and achievement
	
	

	Competent in the use of IT systems for recording progress, maintaining data, and producing reports
	
	

	Ability to work independently, using initiative, whilst also contributing effectively as part of a team
	
	

	Ability to maintain high standards of professional conduct and confidentiality when working across a range of service areas
	
	

	Ability to deliver engaging teaching or training sessions
	
	

	Coaching and mentoring skills to support learner progression and confidence
	
	

	Adaptability and openness to change, including the use of new systems and technologies (e.g. AI in learning and assessment)
	
	

	Special Circumstances 

	Commitment to the work of St Elizabeth’s 
	
	

	Commitment to equality, promoting respect and dignity for all
	
	

	Commitment to undertake further training and development relevant to the post
	
	

	Suitability to work with children, young people & vulnerable adults
	
	

	Ability to be able to commute to Much Hadham on a full-time basis
	
	


   
Reasonable adjustments will be considered under the Equality Act 2010.
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