. Chartered Governance
Institute UK & Ireland

JOB DESCRIPTION AND PERSON SPECIFICATION
Job title: Assessment Developer

Contract: Permanent

Hours: Full time — 35 hours per week

Location: Farringdon, London EC1N minimum (2 days per week in office, and subject to business
need)

Salary: £50,000 — 55,000
Department: Education

Reports to: Head of Assessment

About the Institute

The Chartered Governance Institute is the professional body for governance. We have members in
all sectors and are required by our Royal Charter to lead ‘effective governance and efficient
administration of commerce, industry and public affairs. With 125 years’ experience, we work with
regulators and policy makers to champion high standards of governance and provide qualifications,
training and guidance.

Purpose of job

This is an exciting opportunity to join the organisation at an important stage in the development of
its education and assessment offer.

The Assessment Developer will manage the quality assurance, development and continuous
improvement of assessments across our qualification portfolio. The role will play a key part in
ensuring assessments meet recognised principles of good assessment practice, including validity,
reliability, fairness, accessibility and consistency.

You will also support the design and delivery of assessments for both existing and new
qualification suites, working closely with internal teams, subject matter experts and external
stakeholders to ensure high-quality outcomes for learners, employers and the governance
profession.



MAIN RESPONSIBILITIES AND ACCOUNTABILITIES

Assessment Development

¢ Lead on the design, development, review and quality assurance of assessment materials
across all qualification suites.

o Ensure assessments are fit for purpose and reflect current professional practice.

o Ensure assessments meet the principles of good assessment practice and align with relevant
regulatory, professional and organisational standards.

o Support the preparation of the materials for Assessment Review Panel (ARP) examinations
reviews, prepare papers and reports for ARP as required.

e Prepare papers and reports for Education Committee and Professional Standards Committee
as required.

o Support the development of assessment policies and quality management procedures.

Assessment Delivery

e Liaise with the Education Operations team on the scheduling, planning and production of all
CGl assessment materials.

e Manage assessment production timelines, ensuring key milestones are met and risks are
identified and addressed.

e Maintain assessment banks and assessment development schedules.

e Support the use of the Surpass assessment platform to develop, manage and deliver
assessments effectively.

e Oversee the processes for standardising and reviewing marks and act as the main point of
contact for Chief Examiners during the marking process.

¢ Oversee the selection of examination scripts for review and moderation.

¢ Lead standardisation, moderation and marking review processes to ensure consistency of
outcomes.

e Promote inclusive assessment practices and ensure reasonable adjustments and accessibility
considerations are incorporated into assessment design.

Stakeholder and Subject Matter Expert (SME) Management

e Train and support subject matter experts to ensure consistency, quality and confidence in
assessment design and delivery.

o Work with subject matter experts to create high-quality assessment content aligned to learning
outcomes and assessment specifications.

¢ Manage the performance of subject matter experts involved in assessment development, review
and quality assurance.

Assessment Quality and Standards

e  Support a cycle of continuous improvement by analysing assessment data, stakeholder
feedback and quality assurance findings.

¢ Monitor performance and progress against agreed plans, producing reports and updates as
required.

e Ensure all work supports high standards of learner experience, assessment integrity and
professional credibility.

¢ Contribute to systems and process reviews.

e Oversee assessment statistics and performance analysis, identifying trends and opportunities
for improvement.



Other
e  Support annual budget requirements and regularly monitor spend for work area.

This job description reflects the current requirements of the post. As duties and responsibilities
may change and develop due to changes in organisational and other circumstances, so the actual

duties and responsibilities may vary from the particulars of this job description.

Occasional early mornings and late evenings may be required.



Person specification

Knowledge Essential

¢ A strong understanding of assessment quality, standards and
good practice

e Strong knowledge and understanding of assessment principles,
including validity, reliability, fairness and consistency.

¢ A good understanding of assessment frameworks at a higher
level

¢ Knowledge of assessment lifecycle management.

¢ Understanding of standard setting, moderation and quality
assurance methodologies.

¢ Knowledge of accessibility and inclusive assessment design.

¢ Understanding of professional qualification and awarding
environments

e Good working knowledge of using MS Office in an office
environment, especially MS Word, PowerPoint and Outlook

Desirable

e Knowledge of governance or professional education.
¢ Understanding of the learning and assessment function within a
professional or membership body.

Experience Essential

¢ Significant experience in assessment design, development and
quality assurance within a professional body, awarding
organisation, higher education or related environment.

e Experience using online assessment platforms.

e Experience supporting the development or launch of new
qualifications.

e Experience managing contributors, experts or stakeholders
through a structured delivery process.

e Experience training subject matter experts or assessment writers.

e Experience supporting qualification development or assessment
transformation projects.

e Experience managing assessment quality assurance processes.

e Experience of assessment data analysis and reporting.

Desirable

e Experience of developing and managing assessments on the
Surpass assessment platform

e Experience working with assessment committees or governance
structures.

Skills Essential
e Strong written, verbal and numerical communication skills
e Strong stakeholder management skills
e Strong planning and organisational skills.
o Ability to analyse feedback, quality assurance findings or
assessment data to support improvement



e Excellent organisational, planning, prioritisation and time
management skills

Ability to manage deadlines, risks and competing priorities.

A practical, solutions-focused approach.

Strong attention to detail and a commitment to quality.

The ability to work effectively with subject matter experts and
colleagues across different teams.

Ability to interpret and analyse assessment performance data.
Report writing and presentation skills.

¢ Ability to influence and challenge constructively.

Desirable
e Project management skills and experience of managing
assessment-related projects.

Behaviours e Acts in accordance with the Institute’s values: Ethical, Expert,
Collaborative and Empowering
¢ Self-motivated and able to work independently.
¢ Resilient, adaptable and open-minded.
¢ Demonstrates sound judgement and professionalism.
¢ Builds positive relationships and works collaboratively.

¢ Provides constructive feedback and supports the development of
others.

What success looks like

The successful candidate will help ensure that assessments are high quality, robust and fit for
purpose. They will support subject matter experts to produce strong assessment content, keep
production timelines on track and use evidence to improve assessment processes over time.

They will contribute to the successful development of a new qualification suite and help maintain
confidence in the organisation’s assessment standards.
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