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Job Description & Person Specification
	Title of Post 
	Casual Early Years Assessor

	
Responsible To

Grade 
	Curriculum Manager-Early years

None


	Location:

	Paddington/Willesden, with travel to learner’s workplace



	


About the Role -We are seeking a dedicated and knowledgeable Early Years Assessor to support and assess learners undertaking Early Years qualifications. 
The successful candidate will have experience working with NCFE qualifications and standards, monitoring learner achievement, and maintaining accurate records of learner progress throughout their learning journey.
The role involves assessing learners in the workplace, providing coaching and support, and ensuring that all learner progress is effectively logged, tracked, and reported to support successful and timely completion of qualifications.
Key Responsibilities
· Assess learners undertaking Level 2 Early Years qualifications, including Level 2 and Level 3 Supporting teaching programmes. 
· Conduct workplace observations, professional discussions, reflective accounts, reviews, and other assessment activities in line with qualification requirements. 
· Support learners in gathering evidence and developing portfolios to meet qualification standards and prepare for IQA and EQA.
· Maintain accurate records of learner engagement, progress, achievements, and planned actions. 
· Regularly log, monitor, and track learner progress using e-portfolio.
· Develop individual learning plans and action plans to support learner achievement. 
· Identify learners at risk of falling behind and implement appropriate intervention strategies. 
· Provide constructive feedback, coaching, and guidance to support learner development. 
· Conduct regular progress reviews with learners and employers, ensuring targets and milestones are achieved. 
· Work in accordance with NCFE requirements, quality assurance processes, and awarding body standards. 
· Ensure compliance with safeguarding, equality, diversity, inclusion, and data protection requirements. 
· Attend Team meeting as required and standardisation meetings and contribute to continuous quality improvement activities. 
· Maintain up-to-date knowledge of Early Years practice, legislation, and qualification requirements. 
Essential Requirements
· Relevant Early Years qualification at Level 3 or above. 
· Significant occupational experience within an Early Years setting. 
· Experience assessing vocational qualifications. 
· Strong knowledge and experience of NCFE qualifications, assessment requirements, and quality standards. 
· Demonstrable experience of logging, monitoring, tracking, and reporting learner progress against qualification requirements and agreed targets. 
· Assessor qualification (TAQA, A1, D32/D33).
· Sound understanding of the Early Years Foundation Stage (EYFS). 
· Strong organisational skills with the ability to manage a caseload of learners effectively. 
· Excellent communication, coaching, and mentoring skills. 
· Competent IT skills, including Microsoft Office, TEAMS in particular, e-portfolio systems, and learner management platforms. 
Desirable Requirements
· Experience assessing Early Years apprenticeships. 
· Internal Quality Assurance (IQA) qualification or experience supporting quality assurance activities. 
· Teaching or training qualification. 
· Knowledge of Ofsted requirements. 
Personal Attributes
· Passionate about supporting learners to achieve their full potential. 
· Highly organised with excellent attention to detail. 
· Proactive in monitoring learner performance and identifying support needs. 
· Professional, approachable, and learner focused. 
· Committed to maintaining high standards of quality and compliance. 
Special Conditions
· The nature of this post means that the post holder will need to travel to all the College campuses and to other external venues.
· The post holder will be contracted to work for a defined number of hours per week, but it is a requirement of this post that the holder will flex these hours to reasonably meet the requirement.
· This post falls within the scope of the regulations requiring a Disclosure & Barring Service (DBS) check.



· This job description is current at the date of issue. As and when the work of the College develops or changes so the areas of responsibility may be subject to change, and the job description will be reviewed. Such changes will, in the first instance, be made in consultation with the post holder.
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