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Job Description

Information and Guidance NVQ advisor

Engagement Team
Mapalim Main Office
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Reporting To: 
Engagement Management
Salary:

£18,000 OTE + bonuses
Hours:

Full Time

Terms:

Initially a 3 month contract with the option to extend
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Key Functions of the Job Role
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1. Carry out employer engagement interview

2. Carry out IAG interview with each learner

3. Carry out learner inductions

4. Complete engagement paperwork

5. Contribute to the work of the team

Roles and Responsibilities

[image: image4.png]



Carry out employer engagement interview
1. Meet with employers/managers form organisations, at agreed times and dates

2. Introduce Mapalim to employers and managers and explain the NVQ process

3. Ensure that employers and managers understand their roles and responsibilities in relation to NVQ programmes

4. Undertake a health and safety audit and other required paperwork with employers and managers

5. Answer any questions that employers and managers have about Mapalim and the NVQ processes

6. Maximise uptake of NVQ programmes, liaising with employers and managers to identify all suitable people from an organisation who could undertake an NVQ

7. Feedback to employers and managers at the end of visits

Carry out an IAG interview with each learner

8. Meet 1:1 with each potential learner, review their diagnostic toolkit with them and discuss their personal goals and aspirations

9. Identify learners suitability for NVQ programmes, at an appropriate level and subject

10. Signpost learners to alternative learning provision, where they are unsuitable for Mapalim programmes

11. Complete Individual learning plan with learners, ensuring they have personalised learning goals

12. Complete all other Mapalim paperwork required, including (but not limited to): Induction toolkits, Individual Learner Records, interview records

13. Ensure that all learner paperwork reaches the Mapalim office within 10 working days of completing it

Carry out learner inductions

14. Either in a group or 1:1, explain the NVQ process and how assessment works

15. Provide an NVQ handbook, and discuss its content with learners

16. Answer questions and provide any further information as requested by learners

Complete engagement paperwork

17. Duplicate copies of paperwork and handbooks as required for visits, ensure that personal stocks are kept fortified at all times

18. Check through paperwork to ensure that it is fully complete and adheres to all published guidelines

19. Ensure that all complete paperwork comes into the office within 10 days of visits taking place

Contribute to the work of the team

20. Undertake continuing professional development as identified with your contract manager

21. Attend and contribute to internal and external meetings as required

22. Suggest how systems or working practices could be improved and developed 

23. Undertake other tasks as requested by your line manager or a member of the Mapalim Management Team

Person Specification



· Qualifications

· Experience

· Knowledge

· Skills

· Competencies

Qualifications

	1
	At least 4 GCSE grade C or above, including English and level 3 qualifications (eg – NVQ 3, A-levels, AVCE, BTEC etc)


	Essential

	2
	NVQ 3 in Advice and Guidance

OR willingness to achieve within 4 months of being in post
	Essential

	3
	Degree in an associated subject 


	Desirable

	4
	A1 – NVQ assessor qualification


	Desirable

	5
	Adult training qualification
	Desirable




Experience

	1
	Minimum of 3 years experience in a role working with people, ideally in a management or leadership role
	Desirable

	2
	Experience of NVQ assessment, mentoring or teaching
	Desirable

	3
	Experience of working providing information, advice and guidance ideally within a career or training/qualification environment
	Desirable


Knowledge

	1
	An understanding of equality and a personal commitment to promoting equality of opportunity and combating discrimination 


	Essential

	2
	Knowledge of career development paths and how training and qualifications can help with career development
	Essential

	3
	Able to demonstrate practical skills effectively


	Essential

	4
	Able to liaise effectively with internal & external organisations


	Essential

	5
	Good communication, organisational and administrative skills


	Essential

	6
	How to provide appropriate advice and guidance in a way that will motivate and challenge potential learners
	Essential


Skills and Competencies

	1
	Have excellent organisation skills


	Essential

	2
	Ability to establish good working relations with colleagues and students 
	Essential

	3
	Commitment to the provision of the continuous implementation of quality improvements 
	Essential

	4
	Have the ability to manage their own time effectively 


	Essential

	5
	Have excellent interpersonal skills


	Essential

	6
	Have excellent teamwork skills


	Essential

	7
	Be a fast learner and not afraid of challenges


	Essential

	8
	Have a innovative and creative way of approaching situations


	Essential


November 2008

