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Post:


Assessor/ Trainer Logistics



Salary: 

c£20k - £22k per annum, pro rata where applicable
School / Service:
School of Retail/ Logistics


Accountable to:
National Co-ordinator


Responsible for: 
N/A


Primary Purpose:

You will work across a range of qualifications to deliver flexible high quality roll-on, roll-off training and assessments, and develop the volume and range of work-based training.

It is our ambition to ensure that our clients not only develop work based skills and competencies but also have the opportunity to contribute to both learn and develop their knowledge and understanding more generally.

Location: 

ncn College sites/ External employer sites
General Duties & Responsibilities
· To work effectively with colleagues to achieve the College’s mission and strategic priorities.
· To support, contribute to and take personal responsibility for implementing the College’s commitment to Equality and Diversity.
· To contribute to a culture of continuous improvement through participation in the Professional Development Review process.
· To support and participate in all initiatives to ensure the College has a safe and healthy environment for all students, staff and visitors.
· To carry out other duties that are required within the role as it evolves within the development of the organisation.
Specific Duties and Responsibilities
· Contribute to ncn’s understanding of employer needs within a particular sector

· Contribute to the identification and recruitment of suitable clients

· Working to, and meeting agreed team targets and deadlines
· Motivate, inspire and lead individuals in the achievement of their learning goals
· Contribute to initial and on-going assessment and internal verification of learners and employers.

· To undertake duties of a mentor for a case load of learners.

· Provide on-going information, advice and guidance relating to a range of employment and career opportunities and progression.

· Contribute towards the achievement of targets for learners’ retention and achievement.

· Maintain accurate and detailed records of client progression and achievement.

· Work with other team members to develop and maintain systems and processes and to provide accurate, relevant timely information in formats determined by our funding partners and the College.

· To attend monthly review meetings.

NOTE  

You will be required to work unsocial hours, shift work, ability to drive or access to a vehicle in order to meet the needs of employers and learners.

This job description is intended to provide a general guide to the duties and responsibilities of the post and aims to set this in the context of the framework within which the post holder is expected to operate.  

This job description should not be viewed as a legal document or a set of conditions of service and it can be reviewed at any time in light of the needs of New College Nottingham.   
Any amendments to the job description will be discussed with the line manager and post holder and subsequently confirmed in writing. 

This job description has been prepared by Amanda Petrie and is correct as at January 2010.  It will be updated in consultation with the post holder through the PDR process as and when circumstances change.
New College Nottingham is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Disability Discrimination Act 1995 XE "Disability Discrimination Act 1995"  to accommodate a suitable candidate with a disability XE "Candidate(s), disabled" .

	PERSON SPECIFICATION
	

	
	

	Post:
	Assessor/Trainer Logistics
	Essential / Desirable Criteria

	Experience
	

	Specific plus other types of experience which may be beneficial to the College

	1
	Significant relevant experience with the logistics sector
	Essential

	2
	Experience of motivating and leading individuals to achieve results and performance targets
	Desirable

	3
	Experience of working successfully with people, individually and in groups
	Essential

	4
	Experience of training, assessment and internally verifying learners
	Essential

	5
	Experience of administrative processes and auditable evidence of public funding 
	Desirable

	Skills and Abilities
	

	These should relate to the practical ability to perform given tasks e.g. ability to deal with telephone queries from the public.

	6
	Ability to work without supervision, managing own time effectively and meeting targets/deadlines
	Desirable

	7
	Ability to solve problems and use initiative
	Desirable

	8
	Have a good interpersonal and effective mature communication skills necessary within the role
	Desirable

	9
	Demonstrate ability to work in a non-discriminatory manner and to implement the College’s diversity policy
	Essential

	10
	Have tact, diplomacy and a sense of humour
	Desirable

	11
	Have good organisational experience appropriate to the role
	Desirable

	Education and Qualifications
	

	Should specify the minimum education / qualifications and knowledge base requirements of the post.

	12
	Hold or be willing to work towards A1 and V1
	Essential

	13
	Be a member of the Institute for Learning 
	Essential

	14
	Hold relevant qualifications to the required level for logistics CPC delivery
	Essential

	15
	HGV Driving licence or equivalent (e.g. Hackney Carriage)
	Essential

	16
	
	

	Training / Continuous Professional Development
	

	Related to the level of formal instruction / training and competence to perform the job effectively.

	17
	Evidence of continuing professional development
	Essential

	18
	Hold or be willing to work towards Teaching/Training qualifications as appropriate
	Essential

	19
	Maintenance of Logistics/DVLA CPC eligibility
	Essential

	20
	
	

	Other
	

	In this section you should concentrate on any specific essential requirements of the post e.g. working unsocial hours, shift work, ability to drive or access to a vehicle.

	21
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	Essential

	22
	Be able to work flexibly and reliably to meet the needs of learners, employers and those of the ncn team, this may include occasional weekend work
	Essential

	23
	Clean driving licence and access to a vehicle
	Essential

	24
	Able to travel to employers’ premises across required areas
	Essential


