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Job description

Job title: Internal Quality Assurance Officer	
Grade:     7BAR8
Job evaluation reference: EY602
Job family:	Education and Youth

Purpose and impact
1. As a recognised centre for the delivery of the national youth work qualification, Dorset Council is required by the awarding body to appoint an Internal Verifier to ensure consistency of assessment decisions and to provide a vital link in the assessment moderation process.
2. The Internal Quality Assurance Officer will work closely with the youth work training team to ensure the qualification is being delivered and assessed consistently by all trainers and assessors and meets the awarding body standards.
3. The Internal Quality Assurance Officer will act as the main point of contact between the awarding body (currently SEG (Skills Education Group)) and the Youth Work Training team on matters relating to quality assurance.
4. For Level 1 postholders, decision‑making responsibilities will be undertaken with appropriate oversight during the induction period and until the IQA qualification has been achieved. This ensures consistency in assessment decisions and adherence to awarding body standards while competence and confidence in the role are developed.

[bookmark: Purpose_and_impact][bookmark: Key_responsibilities]Key responsibilities
5. To co-ordinate and manage the internal moderation process to ensure the youth work qualification courses are delivered to the required standards.
6. To create an Internal moderation plan to include sampling learners work to check that they are meeting the Learning Outcomes and Assessment Criteria set by the awarding body.
7. To ensure assessments made by the assessors are both accurate and consistent across the qualification units and that the assessment decisions meet the ‘VACS’ requirements, valid, authentic, current and sufficient.
8. To support assessors through the sampling process and providing feedback on assessment decisions.
9. To carry out observations on: assessors providing feedback to learners and the delivery of workshop sessions by the trainers.  Using the information from the observations to provide and inform future continuing professional development (CPD).
10. Ensure effective recording and integrity of learner’s achievements and the maintaining of up-to-date records.
11. Ensure the proper use and safe keeping of assessment materials and evidence during the internal moderation process.
12. To ensure any actions required from external moderation are carried out within the agreed timescales.
13. To facilitate structured standardisation activities encouraging discussion and contribution to the assessment process to support consistent quality assessments.
14. To provide information, advice and guidance on the provision of access arrangements to ensure that all learners have access to assessment without diminishing the rigour or validity of the assessment process.
15. Respond to any escalated complaints and appeals from learners, placements and or assessors.
16. Ensure appropriate induction and learner support is available.
17. A Level 1 IQA Officer will carry out the responsibilities above with supervisory oversight during their induction period and while working toward the required assessor and internal verifier qualifications.  Some decisions, particularly those involving complex judgement, safeguarding concerns, interpretation of assessment guidance, or escalation of assessor performance issues with require referral to the Training Lead, Workforce Development Manager, or the awarding body until full qualification and competence are demonstrated.

At Grade 8: in addition to the above, the post holder will also:
18. Have achieved the V1 Internal Verifier qualification or equivalent
19. Have achieved the A1 Assessor qualification or equivalent
20. Lead standardisation activity and develop assessors through targeted CPD
21. Independently manage quality assurance liaison with the Awarding Body
22. Lead on internal and external moderation pre and post actions
23. Show autonomous management of workload and resolves complex issues
24. Manage the process for complaints and appeals from learners and or assessors

Progression in post
Subject to review and agreement with the line manager, progression to Grade 8 is not automatic and is dependent upon demonstrating the full Grade 8 criteria as specified in both the job description and person specification

NB: The duties and responsibilities of this post are not restrictive and the post holder may be required on occasion to undertake other duties.  This will not substantially change the nature of the post.

[bookmark: Supervision_and_management]Supervision and management
Reporting to:  Workforce Development Manager (Children’s)
Responsibility for:
25. Monitoring the youth work training team’s performance to ensure the qualification course standards are met
26. Providing support, advice and guidance including opportunities for continuing professional development to the youth work training team but no direct line management 
27. Management of the Internal Moderation process under the direction of the Team Manager – Workforce Development
28. Ensuring that equality and diversity is embedded in the planning and delivery of the qualification
29. At Level 1, the postholder will undertake decision‑making responsibilities with supervision and support until all required qualifications have been completed and competence has been demonstrated.
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30.Able to work unsupervised and manage own workload
31.Have the scope to work remotely including working from home
32.Requires a commitment to work within a flexible time scale and it may include working occasionally at weekends and during the evenings
33.Enrol and complete the V1 Internal Verifier qualification or equivalent within agreed timescale
34.Enrol and complete the A1 Assessor qualification or equivalent

[bookmark: Our_behaviours]Our values
Our values act as guiding principles, defining what we believe is important in the ways we work together.  Our values are Respect, Together, Accountability, Openness and Curiosity.  You will need to be able to demonstrate these values in action through the way you work, regardless of your role within the organisation.  Information about our values can be found on our website.


Person specification

Your application will be assessed based on your demonstration of how you fulfil the following criteria; you should include clear examples of how you meet these criteria within your application form and during the assessment process.

Essential

Essential criteria are the minimum requirement for the above post and will be assessed through a combination of your application form, assessment, interview and references (as specified below).  We will require evidence of the qualifications, training or registrations listed below.

	Qualifications, training or registrations
Required by law or essential to the performance of the role or both
	Assessed through:

	1. Professional (Level 6) JNC Youth Work qualification
	Application form

	2. [bookmark: _Hlk221021108]Level 2 post: A1 Assessor qualification or equivalent
	Application form

	3. Level 2 post: V1 Internal verifier qualification or equivalent
	

	Experience
	

	4. Experience of working with young people in a youth work setting
	Application form
Interview

	5. Experience of making professional judgements in relation to quality assuring against required standards
	Application form
Interview

	6. Experience of group and team facilitation
	Application form
Interview

	7. Experience of developing and implementing plans
	Application form
Interview

	8. Experience of producing documents and reports to a high standard
	Application form
Interview

	Skills, abilities & knowledge
	

	9. Knowledge and understanding of youth work including the National Occupational Standards of youth work
	Application form
Interview

	10. ICT skills to include Microsoft 365
	Application form
Interview

	11. Ability to communicate with a range of stakeholders to raise and deal with issues and concerns
	Application form
Interview

	12. Knowledge and understanding of a range of assessment methods and ensuring access for all
	Application form
Interview

	13. Ability to organise own workload effectively, prioritising tasks and working to defined deadlines
	Application form
Interview

	14. Excellent verbal and written communication skills
	Application form
Interview

	15. Knowledge of the National Youth Agency EEDIB (Equity, Equality, Diversity, Inclusion & Belonging) Standards
	Application form
Interview

	Our values
	

	16. Respect
	Interview

	17. Together
	Interview

	18. Accountability
	Interview

	19. Openness
	Interview

	20. Curiosity
	Interview

	Other
	

	21. Ability to fulfil the travel requirements of the post
	Application form




Desirable

Desirable criteria will be used in the event of multiple applicants meeting the minimum essential requirements and if applicable, will be assessed through a combination of your application form, assessment, interview and references (as specified below).  If you meet the desirable criteria, we will require evidence of the qualifications, training or registrations listed below.

	Qualifications, training or registrations
	Assessed through:

	22. Level 1 post: A1 Assessor qualification or equivalent
	Application form

	23. Current Multi agency Working Together to Safeguard Children
	Application form

	24. Other relevant professional qualification e.g. management and leadership skills
	Application form

	Experience
	

	25. Experience of working with adult learners and supporting them to evidence required outcomes
	Application form
Interview

	Skills, abilities and Knowledge
	

	26. Knowledge of local safeguarding procedures for children and young people in Dorset
	Application form
Interview

	27. Experience of creating action plans with learners and completing progress reports
	Application form
Interview
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Approval

Manager’s job title: Workforce Development Manager (Children’s)
Date: November 2025
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