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JOB DESCRIPTION
	Job Title
	Quality & Assessment Assistant 

	Responsible to
	Quality & Assessment Management 

	Job Description
	The Quality & Assessment Assistant ensures the timely marking of examinations and assessments and issuing of results and certificates to centres and providing support to the Quality & Assessment Supervisors and Managers.





Main Responsibilities 
Ensuring that all areas of responsibility are compliant with regulatory requirements.  If areas of non-compliance are found, reporting these immediately in line with policy/procedure and develop/undertake actions to rectify.
Working with all members within HABC to ensure all regulatory requirements are fulfilled and HABC is recognised as a best practice Awarding Organisation by Centres and regulators alike.
Receiving returned examination papers and checking for signs of malpractice, checking information on the declaration and candidate list, checking examination feedback forms, retaining reasonable adjustment and special consideration forms and forwarding to the relevant department.
Processing and checking assessments and awards received electronically.
Marking of examinations and assessments.
Populating HABC bespoke database with Centre and learner information.








Key Competencies
To carry out their duties having full regard for “The HABC Way of Working” (please see below).
To carry out their duties in accordance with the HABC equal opportunities policy and in compliance with the Health & Safety at work etc. Act 1974 and any subsequent and relevant health & Safety legislation.
The timely and professional dealing with general enquiries in writing, by email or over the telephone including the taking of messages and the accurate recording and, if necessary, the dissemination of all relevant information.
To competently use all office equipment and relevant software programs including Microsoft Office (Word, Excel, PowerPoint, Outlook) and HABC web database.
These duties are neither exclusive nor exhaustive and the post holder may be required to undertake other reasonable duties and responsibilities without changing the general character of the post.


The Highfield way of working:
Think customer;
Be passionate about our products and services;
Be a team player;
Accept responsibility for your actions;
Be enthusiastic, honest and confident;
Listen and learn and respect confidentiality;
Be loyal and committed to the Company and your future within the Company; and
To respect all members of the team.





Highfield’s Commitment to you:
To build on your strengths and develop your skills;
To recognize the value of your contribution; 
To respect the balance between life and work; 
To maintain confidentiality;
To provide excellent working conditions, and; and 
To reward loyalty, commitment, innovation and outstanding performance.
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