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Job Description: Assessment Team Leader 

Permanent 

Full Time       

Location: Sale   

Salary: £22,000 - £30,000 

Reports to: Senior Manager - Qualifications and Assessment  

Line Management Responsibilities: Yes 

           Overview 

As a regulated Awarding Organisation and a recognised End Point Assessment organisation, 

assessments play an important role in how we deliver our service. We are at the cutting edge of 

awarding, recently being the first EPAO in the country to assess apprentices across three of the 

brand new, trailblazer standards. Our regulated qualifications continue to grow in popularity and as 

a result, we are looking to expand our team.  

 

This role sits at the centre of our Assessment team and provides invaluable leadership support. The 

Assessment Team Leader manages the production and review of assessment materials for TQUK’s 

Awarding and End-Point Assessment provision, particularly exam papers.  

The Assessment Team Leader will be responsible for managing multiple workflow streams, 

allocating and tracking work within the team. Whilst leading by example, the Assessment Team 

Leader will motivate, develop and coach the Assessment team to produce high quality work by 

understanding the strengths of each team member to achieve the desired outcomes.  

In an ever changing landscape, the postholder must also display a willingness to learn, adapt to 

rapid change and be comfortable with that change management. The role requires somebody with 

exceptional organisation and attention to detail in using key systems. Through an excellent 

understanding of our processes, both within the Assessment Team and across the rest of the 

business you will help us achieve our strategic goals. 

 

 

http://www.tquk.org/


Training Qualification UK. Dunham House, Cross Street, Sale, M33 7HH 
T: 03333 58 3344  W: www.tquk.org   E: recruitment@tquk.org 

                Key responsibilities  

• Support the Qualifications and Assessment Manager with management of team workloads 

to effectively and efficiently meet and seek to exceed team targets and required standards 

of work 

 

• Contribute to the setting of strategic goals for exam paper production and review 

 

• Collate information and produce reports for Qualifications and Assessment Manager on a 

weekly and monthly basis, and wider SMT and external stakeholders as necessary, 

contributing to interpretation and identification of trends where appropriate 

• Act as a point of escalation for complex queries and complaints, collating and interpreting 

feedback on both processes and systems to aid continuous improvement initiatives 

• Work within the team to resolve day to day operational issues within the team 

 

• Provide coaching and mentoring to less experienced staff members to improve the quality 

and efficiency of their work and to empower them to make decisions 

 

• Maintain up to date standard operating procedures for service processes and ensure team 

members are familiar with them at all times 

 

• Contribute to the completion of larger projects across the business, representing the 

interests of the Assessment team 

 

• Contribute to the ongoing design and development of key service systems 

 

• Lead 1:1 and appraisal processes within the Assessment team 

 

• Support the Qualifications and Assessment Manager with the recruitment of Assessment 

Team members 

 

• Monitor team achievement of established SLAs and work to make improvements where 

necessary 

 

• Maintain excellent knowledge of the vocational education sector 

 

• Model TQUK behaviours, showing courtesy, a commitment to learning and choosing the 

team above self at all times, gently realigning team members as required 

 

          Other responsibilities 

• Develop and maintain an understanding of TQUK internal processes, in particular, those 

related to exam and assessment material production and administration 
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• Maintain in depth knowledge of TQUK products and services 

 

• Maintain an in depth understanding of regulatory requirements associated within own area 

of work across awarding and EPA 

 

• Liaise with other departments to facilitate a smooth offer of service to TQUK customers and 

promote understanding of processes internally at TQUK, particularly with the Qualifications 

and EPA teams 

 

• Undertake other duties considered within your skill and competence to assist the smooth 

running of the business as required  

 

• Champion the organisation values at all times to model behaviours to wider team staff  

 

                   Key requirements 

• Experience of working in a team leader or management position 

• Experience in working in an environment that adapts to change and innovates 

• Have sound IT skills to support core role functions  

 

• Have outstanding organisational and time management skills 

                                  Desirable 

• Holds assessor qualifications, e.g. A1, Principles and processes of Assessment OR has 

previous experience within the industry 

• Working knowledge of VASCR principles 

              Key characteristics  

Here are just a few of the essential softer skills you will need to successfully join our team: 

• Be self-motivated, energetic, enthusiastic and able to work on own initiative 

• Be trustworthy and take responsibility for own area of work  

• Apply a flexible approach to all work tasks and working relationships  

• Be confident and ambitious with a “can do, will do” attitude that puts the company before 

self 

• Be able to keep an eye on the bigger picture and appreciate where your role fits into the 

business. 

• Be passionate about education and the opportunities that it brings 

• Have a willingness to learn 

• Be courteous  
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