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Head of Assessment Workforce

Salary: £58,590.00 - £60,939.00 per annum (Grade 13)
Contract type: Full-time, Permanent

We are excited to share that we are looking to appoint a Head of Assessment Workforce to join WJEC. The
successful applicant will strategically lead our Assessment Workforce team, ensuring that we effectively
plan and engage a talented assessment workforce to deliver fair, valid, and reliable assessments for our
customers and learners.

The Head of Assessment Workforce will work with our Qualification and Subject experts across the
organisation to create a strategic assessment workforce plan, analysing our current workforce needs and
determine future workforce demands. They will lead on assessment workforce employment status and
contract management, ensuring that our assessment workforce is contracted in the right way to deliver the
organisation’s short- and long-term objectives.

The successful individual will have experience of workforce planning and designing effective recruitment
and engagement strategies. They will have excellent interpersonal skills and the ability to lead teams and
collaborate with other business areas to deliver objectives. In addition, they will have in depth knowledge
of employment status and contracting seasonal workers/contractors to support business deliverables. An
understanding of the education sector and assessment workforce would be highly desirable.

This role is a hybrid post, enabling the successful candidate to split their time between WJEC offices and
working at home, subject to personal preference and business need.

At WIEC, we pride ourselves in being an inclusive and supportive place to work. We also offer a range of
excellent benefits including: 25 days annual leave per year (in addition to 16 statutory / additional

holidays), free Welsh lessons, a competitive pension scheme and numerous family friendly policies.

If you would like to know more about the position or about working for WJEC, please contact
HR@wijec.co.uk who would be more than happy to speak to you.

Please visit our website to download a copy of the job description and application form.

Closing date: 23:59, Monday 06 May 2024

Interviews are expected to take place in week commencing 20 May 2024.

We reserve the right to close the vacancy subject to a minimum of 24h notice, should sufficient applications
be received.
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JOB DESCRIPTION

Job Title: Head of Assessment Workforce
Department: Qualifications and Assessment
Section: Assessment Workforce

Responsible to: Director of Qualifications & Assessment
Grade: Grade 13

Location: Western Avenue

Main purpose of Job:

To strategically lead our Assessment Workforce team, ensuring that we effectively workforce plan
and engage with a talented assessment workforce to deliver fair, valid, and reliable assessments
for our customers and learners.

The Head of Assessment Workforce will work with our Qualification and Subject experts across the
organisation to create a strategic assessment workforce plan, analysing our current workforce
needs and determine future workforce demands. They will lead on assessment workforce
employment status and contract management, ensuring that our assessment workforce is
contracted in the right way to deliver the organisation’s short- and long-term objectives.

The Head of Assessment Workforce will lead the Appointees Team in liaison with other relevant
teams to ensure the recruitment, selection and onboarding of our assessment workforce is
delivered efficiently. They will ensure the right contracts are issued and our assessment workforce
is paid on time.

The Head of Assessment Workforce will introduce induction and training to the workforce, with a
focus on assessment development. They will lead, review and implement a range of policies and
procedures to ensure our assessment workforce are engaged, high performing and retained.

Principal Duties and Responsibilities:

Workforce

e To create and maintain an assessment workforce plan to ensure we have sufficient
capacity and capability to deliver our qualifications and assessments.

e To design and implement an effective recruitment and engagement strategy to ensure we
engage and attract a talented assessment workforce

e To lead the Appointee team in liaison with other relevant teams to ensure the recruitment,
selection and onboarding of our assessment workforce is delivered efficiently.

e To design and implement an onboarding programme to all assessment workforce
personnel

e To implement a range of WJEC policies and procedures relevant to the appointment and
deployment of all appointees — including examiners, moderators, team leaders, principal
examiners, principal moderators, chairs, revisers and scrutineers.

Author: Line Manager December 2023 V2



e To implement a performance monitoring system drawing together all strands of information
that are required in order to monitor and evaluate the performance of individual appointees,
and contribute to the decision-making processes which use this information (which will also
involve the relevant subject officer)

e Toimplement arrangements relating to succession planning for appointee roles.

Contract Management and Fees

e« Review and create strong, robust, and consistent contracts for all appointees through
continuous review and improvement. considering contractual approaches of competitors
and other contracting environments, including roles that are not confined to an examination
series such as, but not limited to, CPD presenters, qualification developers, JCQ
inspectors.

e To ensure that all appointees are provided with accurate contracts in a timely manner.

e To support as appropriate all centralised processes relating to the automated payment of
examiners and moderators, including auto-runs for script marking, “payment by item”
procedures for on-screen markers, and the scheduling & implementation of staged setting
fee payments to principal examiners and other QPEC related appointees.

Data and Reporting

e To ensure that the team follow guidelines on managing appointee data in conjunction with
regulatory requirements and legislation.

¢ To understand capacity requirements and monitor recruitment and appointment data to
ensure sufficient resource is available for each examination series.

e Develop regulatory reports to evidence the required assessment workforce is in place to
deliver assessment and awarding on time.

e To take an active role in ensuring that the deployment arrangements provide value for
money for WJEC, including by reporting on the annual value of appointees’ contracts at
point of issue.

Other Duties

e To lead the Appointee team in liaison with other relevant teams to ensure the deployment
of all appointees, including issue of confidential and non-confidential materials, allocations,
preparation, and issue of itineraries for all visiting examiners/moderators, and all related
operational interactions with centres, internal and external stakeholders, and arrangements
for Reviews of Marking and Moderation.

e To represent WJEC at Regulatory and JCQ meetings relating to appointee matters.
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Person Specification

Job Title: Head of Assessment Workforce

Department: Qualifications & Assessment

Highly Desirable criteria are the optimum skills and experience the applicant will ideally have.
Desirable criteria are those which would add value to the job if present, and also include potential
for growth and development into the role.

Skills and Abilities

Highly desirable

Contract management skills

o Excellent communication and interpersonal skills

e Organisational skills.

e The ability to contribute to strategic direction and to inspire a team.

e The ability to identify and advise on the need for change in terms of internal and external
requirements.

e The ability to work under pressure to meet deadlines.

e The ability to represent WIEC in a variety of challenging contexts.

o Ability to work with other teams to streamline procedures and practices.

o Ability to interpret data, including in contexts relating to value for money and performance
management.

e The ability to manage of large teams, including delegation of work, motivation, support and
training as necessary.

Desirable
e Welsh language skills
Knowledge

Highly desirable

Employment status legal knowledge

Desirable

Detailed understanding of the context and organisation of education in Wales and England

e Detailed knowledge of project management principles

e Contractual matters

¢ Risk Management

e Knowledge of Financial management and analysis in relation to workforce planning
Experience

Highly desirable

Experience of strategic workforce planning

Experience of designing and implementing a recruitment and engagement strategy
Experience of reviewing and streamlining procedures in conjunction with others.
Experience of initiating and managing change.

Experience of working with contractors and ensuring delivery of outcomes to strict
deadlines

Desirable

Experience of managing contract employees
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Training / Qualifications

Highly desirable
e Degree level of education or equivalent.

Desirable
¢ CIPD qualification
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Telerau ac Amodau Gwasanaeth Terms and Conditions of Service

Teitl y Swydd/
Job Title:

Cyflog/
Salary:

Gwyliau
Blynyddol/
Annual Leave:

Pensiwn/
Pension:

Math o Gytundeb:

Pennaeth y Gweithlu Asesu /
Head of Assessment Workforce

£58,590.00 - £60,939.00y  Gradd/

flwyddyn / per annum Grade: 13

25 Diwrnod y flwyddyn. Mae CBAC yn caniatdu 16 o ddyddiau statudol/ychwanegol o
wyliau yn ogystal ar hyn o bryd. Pro rata.

25 Days per annum. In addition, the WJEC currently allows 16 statutory / additional
holidays. Pro rata.

Gweithredir darpariaeth y Ddeddf Bensiwn Llywodraeth Leol.

The provision of the Local Government Superannuation Act apply.

Contract Type:

X Llawn-amser / Full Time

[] Rhan-amser / Part Time Nifer yr oriau'r wythnos /

No of hrs per week

[ ] Llawn amser Tymor Cyfyngedig / Full Time Diwedd y Tymor /

Limited Term End of Term
[l Rhan-amser Tymor Cyfyngedig / Part Time Diwedd y Tymor / / /
Limited Term End of Term

Dull Ymgeisio:

Nifer yr oriau'r wythnos /
No of hrs per week

Method of Application:

Dylid anfon ffurflenni wedi'u llenwi ar e-bost at ad@cbac.co.uk erbyn 23:59, dydd Llun 06 Mai 2024.

Completed forms should be sent by email to hr@wjec.co.uk by 23:59, Monday 06 May 2024.
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