
Job Description 

Job Title Assessor and Skills Coach   

Level 3 to 4, Construction Technical and Design 

Responsible to Apprenticeship Manager 

Responsible for No line management responsibilities 

Job Purpose 

To be responsible for learners by assessing their occupational 

knowledge and performance and supporting them to achieve 

competence against assessment criteria and learning objectives 

and contribute to the training of BTEC units. 
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This job description shows the principle, responsibilities of the job at the date of issue.  The 

job description will be updated from time to time, in conjunction with the job holder, to reflect 

changes. Reasonable adjustments will be considered in line with the Equality Act. 

  

Refer to the Indiv  

 

// Key Success Factors 
 

 

 

At all times ensure that high standards are met for: 

 

 Upholding and , through our brand, ethos, 

vision, mission and values, in anything that you say, do, see, create or send. 

 Adopting principles of health and safety good practice in all activities undertaken, and 

acting as an ambassador for all that the business promotes; 

 Achieving KPI targets in relation to: 

 

 Ensuring the timely registration and induction of candidates. 

 Ensuring the timely completion of assessments. 

 Supporting the delivery of BTEC Level 3 Construction units 

 Ensuring candidates are monitored for progression and assessed on an ongoing 

basis. 

 The provision of Information, advice and guidance. 

 

 

// Main Duties and Responsibilities 

 

 Monitoring of  working practices. 

 Ensuring the safeguarding of learners. 

 To carry out the timely accurate NVQ assessments and documentation for the learners. 

 To carry out accurately trainee/apprentice progress reviews within the agreed 

timescales. 

 To ensure awarding body compliance with respect to all assessment and associated 

activity. 
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 To contribute to individual learning plans and the processes for additional learner 

support procedures. 

 Timely completion of assessment documentation reports as required by the awarding 

body.  

 Assist in the tutoring of BTEC level 3 units by blended learning methods.  

 To maintain accurate and timely tracking records of the progress through candidate 

reviews. 

 Attend team meetings and  engagement meetings regarding employer 

activity/candidate progress. 

 To liaise regularly with the Lead IQA and alert them to any concerns regarding 

candidate progress. 

 To contribute to the delivery of Knowledge, Skills, and Behaviours of learners. 

 To manage and plan working time productively and effectively, to ensure staff utilisation 

is maximised. 

 To comply with all company policies and procedures. 

 Participating in the company appraisal process with Line Management 

are met. 

 Work as a member of a self-managing team with a sense of collective responsibility 

and purpose and to provide support and advice to colleagues, particularly the coaching 

and mentoring of new and inexperienced colleagues. 

 To advise the Line Manager about possible future service needs to make sure that all 

resources are adequately planned for and managed. 

 To ensure that all resources and other assets are used effectively. 

 Undertake any other duties as may reasonably be expected within the scope and skill of 

the post and as required by management. 

 To advise your Line Manager of any observed deficiencies in the systems and 

processes used by the business, in the spirit of continual improvement, and in line with 

. 

 Ensure data protection and GDPR requirements are achieved in all instances. 

 

 

 

 

 

 

 

 



Job Description 

Job Title Assessor and Skills Coach   

Level 3 to 4, Construction Technical and Design 

Responsible to Apprenticeship Manager 

Responsible for No line management responsibilities 

Job Purpose 

To be responsible for learners by assessing their occupational 

knowledge and performance and supporting them to achieve 

competence against assessment criteria and learning objectives 

and contribute to the training of BTEC units. 
 

Page 3 of 3 

02-23 v1 
 

 

// Experience and Qualifications Required 
 

Essential Desirable 

 Minimum full level 3 qualification in 

digital design, such as BTEC Level 3. 

 A minimum of 2 years full time industry 

experience in digital design within a 

Construction or Civil Engineering 

context. 

 Up-to-date knowledge of BIM and 

associated digital design programmes. 

 Level 2 qualifications in English and 

Maths 

 Strong interpersonal, verbal, and written 

communication skills. 

 Good presentation skills. 

 Ability to work on own initiative, under 

pressure and to agreed deadlines. 

 Knowledge of Safeguarding, Prevent, 

and Equality and Diversity. 

 Assessor qualification at minimum of 

level 3 or working towards an award. 

 Degree relevant to the occupational 

area 

 

 

 

 

 

 

// Other Requirements 
 

Essential Desirable 

• Full clean driving licence. 

• DBS check (Enhanced). 

• 2 verifiable references 

 

 


