Job Vacancy – The Hunslet Club  

	Job Title
	Exams and Accreditation Officer

	Hours
	20 hours per week Mon, Tue, Thur, Fri

	Pay
	[bookmark: _GoBack]£9 p.h

	Location
	The Hunslet Club

	Contract type
	1 year fixed term

	Closing Date
	Friday 15th March 2019



Overview
The Hunslet Club delivers a daytime vocational education programme leading to accredited qualifications for young people aged 14-19 years. 

We are looking for an experienced Exams and Accreditation Officer to join our fast paced education scheme. The role will provide administrative support in planning, co-ordinating and implementing internal and external quality assurance programmes for the Alternative Education Scheme (pre-16) and Post-16 Study Programme.  Monitor learner progress to maximise achievement.  Monitor and maintain quality of internal and external exam verification processes. Plan and invigilate exams including GCSE in line with JCQ and Awarding Body requirements.

Application Process
	To apply request an application form from  Jennie Baldwin Baker – Finance & HR Manager 

	Email: jbaker@hunsletclub.org.uk 

	Tel: 0113 2716489



   
