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. WESTMINSTER ADULT EDUCATION SERVICE

Distance Learning Associate Assessor (Self Employed)

Portfolio/responsibilities
of this role

To work within the online learning platform(s) which are
appropriate to the subjects being assessed.

To assess learners in line with qualification specifications and
awarding body requirements to maximise opportunities for
learners

To provide high quality teaching and learning experiences for
learners

To track and monitor learners in line with service
requirements to maximise outcomes for learners

To provide advice, guidance and support to learners to
maximise outcomes for learners and progression
opportunities

To support Managers, subject lead IQA and IQA’s to achieve
the Service’s required targets

Budget Responsibilities 0
Staffing £0
Procurement £0

Other £0

What do we expect this
role to achieve?

On allocation learners are contacted in accordance with
procedure.

Portfolio of learners are monitored from allocation to
completion and tracking is updated and maintained to
support timely communications with learners.

Progress is monitored and tracked through outcomes from
the online platform, one to one tutorials and regular contact
with learners

Learner files are completed to service requirements and up
to date.

Learner engagement is monitored to maintain high levels of
retention and achievement and to support learner
progression.

Learners who are not progressing are discussed regularly
with Distance Learning Administrator and a decision made
about withdrawal in a timely manner.

Learners are withdrawn and transferred in accordance with
WAES agreed timescales

Remain up to date with course standards and WAES
procedures through regular attendance at standardisation
meetings on Microsoft Teams.

Required to remain current and up-to-date with subject skills
and knowledge through regular CPD activities, evidence to be
supplied to WAES twice a year.
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Band/Salary range

Self-employed
Variable rates depending on courses

Work style

Agile

Your manager & team

Name of Line Manager: Distance Learning Manager

Number of employees reporting into this role: variable

Experience

Hold a recognised subject specialism qualification at a
minimum of Level 3

Qualified to assess either/or:

L2 Certificate in Understanding Coding

L2 Certificate in Understanding Cyber Security

L3 Certificate in Certificate in the Principles of Special
Educational Needs (SEN)

L2 Certificate in L2 Certificate in LGBT Inclusion in the
workplace

L2 Certificate in Level 2 Certificate in Understanding
Excellence in Customer Service for Hospitality

Hold an assessor award (A1, TAQA, etc) or willingness to work
towards. Professional experience in the industry.

Recent experience with online/distance learning.

Experience of good assessment practice in teaching and
learning and providing support to learners.

Experience of using Virtual Learning Environments (VLEs) or a
willingness to work towards.

Skills

The successful candidate will have demonstrable skills and abilities in
relation to:

Excellence in teaching, learning and assessment practice.
Excellent presentation and communication skills, both
written and verbal

Good working knowledge of ICT to support teaching, learning
and assessment and other IT based processes
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