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System Support Officer
	

Personal Attributes Required
	Essential (E)
Or
Desirable (D)

	Method of Assessment 

	Experience
Experience of working in teaching a learning environment.
Experience of working with Awarding Bodies. 
Experience of successful teaching. 
Experience of IQA.
Experience of planning and participation in quality audits including moderation and standardisation.
Experience of conducting, recording, assessing initial assessments.
Experience of working with learners from various backgrounds

	
(E)

(D) 
(D)
(D)
(D)



(D)

(D)
	
AF/I/R

AF/I/R
AF/MT
AF/I/R
AF/I/R



AF/I/R

AF/I/R

	Qualifications
Relevant and appropriate IQA qualification.
Level 2 in English, Maths and ICT.


	
(D)
(E)
	
AF/C
AF/C

	Ability/Skills and Attributes

Ability to assess learners’ work.
Ability to communicate effectively with a wide range of adults in spoken and written forms.
A commitment to maintaining and delivering a high-quality service.
Understanding of national core curriculum for adults.
Ability to create, set-up and monitor sample plans for RAPRA Moderation. 
Understanding of Awarding Bodies.
Understanding of Ofsted and Matrix. 
Willingness to participate in developing staff and to actively participant and contributing to staff development days and individual support.
Ability to update all service Management Information Systems e.g., TERMS and produce, weekly and monitoring reports.

	

(D)
(E)

(E)


(D)

(D)
(D)
(D)



(D)
(D)

(D)
	

AF/I
AF/I

AF/I


AF/I

AF/I
AF/I
AF/I
AF/I


AF/I
AF/I

AF/I


AF	= Application Form
C	= Certificate
I	= Interview
R	= Reference 
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