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External Quality Assurer – Job information 
 

Do you have what it takes to be the face of NCFE? 
 
We’re recruiting for individuals who’ll represent NCFE on our quest to be the most respected and 
efficient awarding body in the world of education. What makes us different is that we really do care 
about our customers and we’re continuously working towards finding ways to serve them better and 
refine our processes. 
 
NCFE’s vision is ‘We create opportunities for success to enrich society’. At the heart of our work we 
have 5 values: always customer focused, be the best, do the right thing, make it happen and stronger 
together. 
 
We’re a company that prides itself on offering the best service possible and striving to be the best we 
can be. We want our External Quality Assurers to adopt similar attitudes to us by sharing our vision 
and living our values.  
 
Read on to find out if you have what it takes. 
 

Job description – External Quality Assurer 
 
Here are the main duties of the job: 
 

 to deliver exceptional customer service to all NCFE customers, both internal and external 

 Carry out approval reviews to new centres and make sure that all appropriate systems and 
procedures meet NCFE’s requirements 

 Carry out quality assurance audits to centres which can include but are not limited to; Approval, 
Support or EQA. 

 Sample centres’ assessment, grading and monitoring procedures as required to ensure that the 
decisions are in accordance with NCFE’s requirements 

 Provide centres with up-to-date information, support and advice during and in between visits, as 
required 

 Provide feedback and advice to centres where the approval criteria aren’t currently met and 
where the centre may wish to make further developments in their quality systems 

 Complete and submit the External Quality Assurer Report via online systems within the required 
timescale 

 Agree a suitable date with the Lead External Quality Assurer for quality visits as and when 
requested 

 Attend training events/conferences organised by NCFE.  

 Assist the Lead External Quality Assurer in finding suitable portfolios for standardisation 

 Action any relevant submissions via online systems (certificate claims, grades, etc.) within the 
required timescale 

 Organise and deliver bespoke training events as and when required and produce fit for purpose 
activities for the events 
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Do you have the skills and knowledge? 
 
We want you to 
 

 hold or be working towards recognised qualifications in Assessment and Internal Quality 
Assurance 

 have current or recent relevant work experience within the last 2 – 3 years  

 meet the occupational competence requirements of the qualification being quality assured, as 
outlined in the relevant qualification specification 

 be familiar with current information and guidance issued by the current regulators, (Ofqual, 
Qualifications Wales and CCEA Regulation) and by the Department for Education. 

 have an understanding of effective quality assurance mechanisms  

 have current or recent experience of assessment and quality assurance  

 be willing/able to travel extensively, as required  

 have excellent communication skills both written and oral  

 be fully committed to on-going CPD in the occupational area in which you’ll be working  

 have access to a PC/laptop with Windows XP or higher with internet connection  
 

 
We’d like you to 
 

 hold or be working towards a recognised qualification in External Quality Assurance 

 have experience working with graded qualifications, where applicable 

 
We’re looking for someone who  
 

 is friendly and approachable 

 is a pro-active problem solver and negotiator 

 has a sense of humour 

 is completely customer focused and passionate about education. 
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Would you like to apply? 

 
If you’re interested and have the skills and knowledge we’re looking for, please send us an email to 
externalqualityassurance@ncfe.org.uk.  You’ll need to include a covering letter, a copy of your CV 
and confirm which qualification sector you’re applying for.  Without all of this information, we’ll be 
unable to process your application. 
 

What next? 
 
We will review your CV and covering letter and if we want to take your application further, we’ll invite 
you to attend an interview either face to face, Skype or by telephone. 
 
At the interview, we’ll be looking for a great personality, someone with bundles of experience and 
someone who can be an ambassador for NCFE when you’re on a centre visit. 
 
Collecting references 
 
Once we’ve invited you to a selection event we’ll follow up the references with the referees you’ve 
supplied.  
 
Contracts 
 
Once you’ve shown us how friendly and enthusiastic you are, we’ll make the decision whether or not 
we’d like you to join our team of External Quality Assurers. If we select you, we’ll send you a contract 
and you’ll be part of the NCFE family. 
 
Induction events and Standardisation events 
 
We will provide you with an informative induction which includes online modules.  In addition, we’ll 
give you standardisation and qualification activities to complete.  You will be in contact with other 
EQAs and the Lead EQA in your team, so you are able to share best practice, ask questions and 
discuss any challenges you are facing. 
 
You’ll then join our current External Quality Assurers in attending essential qualification specific 
Standardisation events which start at the end of September and wrap up at the start of December 
(depending on the qualification sector we recruit you for). At this point you’ll be able to meet your 
team, share some examples of good practice … and we’re sure some interesting stories! 
 

Good Luck! 
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