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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 


	Accreditation Officer

	Directorate:  
	Children’s Services
	Division/Section: 


	Education, Early Years and Skills

	Grade:  


	3
	JE Reference:            
	


	Job Purpose:
To be responsible for the administration, organisation, development and maintenance of both electronic and paper based accreditation systems and quality procedures across the Lifelong Learning Service, in order to meet internal and external awarding body standards.
To support managers, by putting in place appropriate support for learners with additional needs requests during assessment processes.
To undertake the training of Invigilators sufficient to meet the needs of the service.



	Key Tasks:  
1. To oversee the preparation, planning, co-ordinating and conducting of internal and external assessments.

2. To provide subject support and guidance to Curriculum Managers/Programme Leaders/Tutor; particularly on syllabus issues, including training where appropriate.

3. To respond to the technical demands of awarding bodies including on line testing and registration.

4. To support managers and learners by dealing rapidly with any electronic failures and liaising with awarding bodies.

5. To be responsible for the registration of learners with the relevant awarding bodies and make claims for accreditation within the appropriate timescales.

6. To monitor and interpret all JCQ and awarding body regulations in order to provide advice and guidance to curriculum staff and implement any required changes.

7. To be responsible for the training of a team of Invigilators. To provide them with on the job supervision and intervene where necessary.

8. Correspond with awarding bodies on syllabus issues, Access Arrangements, Complaints, Appeals and External Moderation issues and procedures.

9. To monitor the designated examination budgets, process financial information in respect of it and where necessary be able to interpret this information in order to provide statistical/financial reports for the service’s management team.

10. To process applications for Access Arrangements for learners with specific needs and ensure that the appropriate steps are taken to provide the relevant support in compliance with the DDA and Equality Act 2010.

11. To respond to issues of misconduct situations that arise in the accreditation process and take appropriate action to remedy.

12. Organise the timely and efficient dissemination of correspondence relating to accreditation, to the appropriate service staff.

13. Be responsible for the administration of exams, ensuring exam procedures are followed and that appropriate resources are available for each assessment/examination.

14. Maintain the security of assessment materials from time of arrival to despatch to the awarding bodies/examiners/External Verifiers.

15. Ensure that assessment materials/examination scripts/coursework etc are despatched to awarding bodies/examiners/External Verifiers using the appropriate secure methods.

16. Liaise with Curriculum Mangers to timetable assessments as required and ensure that the assessment/examination of candidates occurs according to their designated schedule.

17. Plan and organise the examination schedule, to ensure that suitable accommodation is allocated for assessments/examinations.

18. Support the assessment appeals procedures, in liaison with Curriculum Managers.

19. Organise the distribution of results and certificates and ensure that the results are accurately recorded on the service’s MIS.
20. Correspond with learners regarding their statements of entry for assessment and their final assessment outcomes/results.



	Standard Duties:



	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	2.
	To uphold and implement policies and procedures of the Council; including customer care, GDPR, ICT, finance and health and safety policies.



	3.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 



	4.
	Undertake any additional duties commensurate with the level of the post.




	Contacts:
Members of awarding bodies and Assessment Regulatory Authorities.

Members of the public.

Staff of Neighbourhoods Directorate and other directorates.

Elected Members.


	Relationship To Other Posts In The Department:



	Responsible to:  

	Simon Bennett

	Responsible for:
	Team of Invigilators


	Special Conditions: DBS required



	
	DATE
	NAME
	POST TITLE

	Prepared
	17/6/20
	Catherine Irwin
	Assist

	Reviewed
	
	
	

	Reviewed
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PERSON SPECIFICATION

Job Title:  Accreditation Officer
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Level 3 qualification in Business, Administration or ICT (or willingness to undertake)
	Sufficient standard of literacy and numeracy to undertake the duties of the post
	AF / I

	Experience


	Experience of providing and delivering administrative support.
Experience of using Microsoft Office, Word and Excel
Experience of transferring   information accurately from manual systems to either IT systems or other manual systems.
Experience of liaising with staff at all levels including management.

	Experience of working in education preferably with     examination and assessment protocols.


	AF / I
AF / I

AF / I



	Skills & Abilities


	Ability to manage time, be organised and use resources effectively.
Skills and abilities to work        independently and use initiative.

Skills and abilities to work as part of a team.
Ability to interpret instructions regarding electronic systems and updates from awarding bodies.

Good interpersonal and communication skills with the ability to negotiate.

Ability to work effectively to internal and external deadlines.
	
	AF / I

AF / I

AF / I
AF / I

AF / I

AF / I

AF / I

	Knowledge


	Knowledge and understanding of different types of assessment processes

Knowledge and understanding of quality assurance procedures 
Understanding of awarding bodies and processes used by them to register and monitor organisational performance.
	
	AF / I
AF / I

AF / I

	Work Circumstances


	Must be able to work flexibly      including occasional evenings.

Must be able to work flexibly to meet the demands of exam timetable

	
	Interview




Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

P = Presentation; R = References; Po = Portfolio
NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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