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JOB DESCRIPTION
	Job Title
	End Point Assessor

	Responsible to
	Assessor Manager 

	Responsible for
	Completing compliant and standardised end-point assessments on apprenticeship learners for a range of employers, employer providers and training providers to regulatory and Highfield Assessment’s quality standards and prescribed processes



[bookmark: _Toc77860255]JOB PURPOSE
Working with a range of learners, carry out high quality and compliant end-point assessments of apprentices’ competence against the apprenticeship standard at scheduled venues. Provide technically competent judgement and decision-making against the recognised assessment plan and complete a range of IT and paper-based resources and report documents. Grade assessments in accordance with the assessment plan and internal standardised matrices and provide feedback where required. Ensuring all documentation and decisions are fully compliant and meet all regulatory and internal standards, complete the end-point assessment process by confirming grades and pass/fail judgements on a range of work-based evidence.

[bookmark: _Toc77860256]MAIN RESPONSIBILITIES
Carry out and document end-point assessments in line with Highfield Assessment’s, and regulatory, policies and procedures. 

Complete scheduled assessments in an accurate and timely manner. 

Record and submit concise reports with assessment feedback explaining assessment decisions in line with the grading criteria. 

Offer feedback on potential improvements to processes and systems. 

Keep up to date with any changes regarding the standard, assessment plan and policies, and activities may include reading updates, and attending refresher training and standardisation events. 

Forward any market intelligence to the end-point assessment team. 

Keep CPD up to date, in particular industry experience, ensuring you continually meet the assessor requirements set out in the relevant apprenticeship assessment plan. 

Ensure that all areas of responsibility are compliant with regulatory requirements. If areas of non-compliance are found, report these immediately in line with the policy/procedure and develop/undertake actions to rectify them. 

Be forward thinking and have input into strategic initiatives leading to the improvement of end-point assessment processes and procedures. 

Work with all members within Highfield to ensure regulatory requirements are met and Highfield is highly regarded by centres and regulators alike. 

Ensure customer satisfaction through monitoring and continually improving service level agreements. 

Effectively prioritise and organise tasks. 

Participate in standardisation activities to ensure a consistent approach to end-point assessments. 

Maintain a thorough knowledge of Highfield Assessment’s end-point assessment policies and procedures. 

Supporting the company in other areas of need such as marking, developing resources, SME work, supporting other end-point assessors and invigilating exams in other sectors. 

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 

Carry out all duties having full regard for ‘The Highfield Way of Working’ (please see below) 

Carry out all duties in accordance with Highfield’s Equal Opportunities Policy and in compliance with the Health and Safety at Work etc. Act 1974 and any subsequent and relevant UK legislation.
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KEY OBJECTIVES
Complete end-point activity in line with Highfield Assessment’s prescribed process and policies. 

Maintain up to date and relevant technical competence in your industry/industries. 

Maintain all required records and documents to a high level of accuracy focusing on a ‘right first time’ approach. 

Make sufficient and robust judgements on learners’ technical competence and provide feedback when required. 

Provide all requested information to Highfield to allow for internal SLAs to be met, e.g. ensure all availability is communicated within the specified time scale.
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KPI’s
You have attended or are scheduled to attend 100% of mandatory training and standardisation activity. 

All assessment reports/documents are completed within 1 working day of the assessment activity. 

Any IQA feedback or development plans are actioned within 48 hours of receipt unless longer timelines are agreed. 

Any scheduling conflict is addressed on the same day as raised by the scheduling manager. 
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Full UK driving licence. 

Ability and agreement to travel as and where required across the country, with overnight stays, as determined by the End-Point Assessment team.  

Willingness to undertake other work of which you are capable and for which you have trained or will receive training from the company. 

Detail-oriented with excellent personal integrity. 

Excellent time management/organisational skills and ability to meet deadlines. 

Excellent customer service and support skills. 

Excellent written, oral communication and reporting skills. 

Excellent telephone manner. 

Keen awareness of confidentiality/safeguarding and data protection issues. 

Awareness and understanding of Highfield Assessment’s and EPAO’s regulatory requirements. 

Good awareness of HR and equality and diversity legislation. 

Excellent knowledge of sector standard monitoring requirements to meet regulatory conditions. 

Demonstrable abilities in the use of all office equipment and relevant software programs including Microsoft Office (Word, Excel, PowerPoint, Outlook), Highfield’s web database and CRM. 

Good accuracy and attention to detail.
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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.
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To build on your strengths and develop your skills;
To recognise the value of your contribution; 
To respect the balance between life and work; 
To maintain confidentiality;
To provide excellent working conditions; and 
To reward loyalty, commitment, innovation and outstanding performance.
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