[image: image1.jpg]



BPP Job Description

Job Title
Assessment Manager 
Department
School of Healthcare and Nursing
Location
London & Home Based
Travel:                           As required to visit BPP SoN delivery locations
Contract:
Full time
Hours of work:            Monday to Friday 
Reporting lines:
Head of Operations 
Key Relationships:
Tutors, Award Leaders, Head of Programmes, Head of Resourcing, Central Examinations teams, Student Support Officers, Programme Advice 
Job purpose:
The Assessment Manager is a key member of the Operations team, responsible for overseeing the end-to-end assessment journey for all students within the School of Nursing. As the school continues to grow, the role will ensure accurate, timely, and efficient assessment processes while delivering an exceptional experience for students. The post holder will uphold all assessment regulations and drive continuous process improvements in collaboration with internal and external stakeholders.

Key Responsibilities:
· Manage the end to end assessment process, planning all cohort assessments year by year with the programme team in line with the programme handbook

· Line management of the Academic Administration function within and all responsibilities associated with managing people
· Manage the marking allocation processes, aligned to the resourcing rules and in conjunction with the school resourcing function
· Have responsibility for managing key stakeholder relationships with central assessment teams, including attendance at key meetings and university forums, reporting back to senior staff 

· Attend and ensure all documentation and results are processes and ready for both Internal and External examination boards 

· Co-ordinate and manage the assessment planner, allocating tasks to the team and monitoring progress

· Provide regular updates to Award Leaders and senior managers on progress of weekly assessment activity, highlighting any key issues

· Responsibility for ensuring that the relevant student facing areas are up to date with the correct information in relation to assessments – including the Student Support teams

· Ensure that any Service Level Agreements / Key Performance Indicators for the Assessment team are being adhered to

· Ensure enhanced processes for school growth and documented, followed and shared with all team members and key stakeholders – continually reviewing to ensure fit for purpose 

· Responsibility for gathering student sit information to ensure data integrity in relation to upcoming assessment sessions

· Liaising with the schools data analyst to produce stats on assessment performance and cohort pass rates 

· Liaise with the Resourcing Team to monitor marking allocation and addressing issues that may arise

· Responsibility to ensure the smooth running of each assessment session and deal with any issues as they arise, escalating when required

· Manage and deliver key stakeholder assessment communications ensuring information is distributed in a timely manner and to all relevant parties

· Ensure all records of study are updated with the schools data analyst to reflect most recent assessment round in conjunction with the other teams within the school and wider University

· Ensure tools such as Turnitin or Inspera are used effectively for all coursework submissions in line with School policy and Liaising with central teams on using tools to support assessment growth

Qualifications and Experience:

· Relevant educational qualification or equivalent experience

· Proven experience in assessment management within an educational institution.

· Strong organisation and time management skills. 

· Excellent communication and interpersonal skills.

· Proficiency in using Microsoft tools.

· Attention to detail and a commitment to accuracy.
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