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JOB DESCRIPTION  

 

Job Title: Assistant Director: VTQ & Skills Delivery  

Department: VTQ & Skills Delivery 

Section: Qualifications & Assessment  

Responsible to: Director of Assessment  

Grade: 17 

Location: Western Avenue, Cardiff 

Main purpose of Job:  
 

 
To be the strategic lead for the effective delivery of our vocational, technical and skills qualifications and 
assessments.  
 
To create and shape our VTQ delivery function, leading on and being accountable for the delivery of fair, valid 
and reliable assessments that are designed with schools, colleges, providers and learners in mind; allow those 
taking our assessments to demonstrate their knowledge, skills and understanding, and facilitate progress to the 
next stage in their lives and learning. 
 
To provide leadership and management of teams of subject experts, including those with responsibility for 
skills and pathways qualifications, and work-based learning and apprenticeships offerings in a range of sectors.  
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Principal Duties and Responsibilities:  
 

Policy and regulation 

¶ Monitor and ensure adherence with legislation, government policy and regulatory Conditions and 
guidance related to: 

o skills and pathways qualifications 

o work-based learning and apprenticeships 

o 



 
Author: Line Manager  Version: January 2025 

 

 

Management  

¶ Lead the Head of Skills & Pathways, Head of Work-based Learning & VTQ Delivery and the Delivery 
Manager to support the delivery of our qualifications and, more broadly, our commercial strategy, 
ŘôċīôèťĖĲČϙ®V(�ЍŜϙŜťŘÍťôČĖèϙŕŘĖĺŘĖťĖôŜϟϙ 

¶ Ensure that staffing and budget resources are deployed effectively and efficiently in order to deliver to the 
right quality, on-time and on-budget; meet changing needs and manage risk; and create capacity to 
support our growth. 

¶ Report regularly to ELT and Board against agreed KPIs for assessment delivery and quality. 

¶ Ensure that delivery processes and procedures are compliant with GDPR and information security 
requirements. 

¶ Ensure that staff receive appropriate induction and ongoing training. 

¶ 
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Person Specification  
 

Job Title: Assistant Director: VTQ & Skills Delivery 

Department: VTQ & Skills Delivery 

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 

¶ Excellent communication and interpersonal skills     
¶ Lead, engage and inspire effectively, promoting collaboration across the Qualifications and Assessment 

directorate and wider organisation  
¶ Proactively engage and communicate with key stakeholders and policymakers, demonstrating effective 

influencing and negotiating skills  
¶ Project management skills, and the ability to manage simultaneous projects  
¶ Initiates innovative solutions to problems which have a strategic impact  

Desirable  
¶ Ability to speak and work through the medium of Welsh  

 

Knowledge  
 
Highly desirable   

¶ An understanding of the context and organisation of education in Wales and England.   
¶ Knowledge of the key principles of assessment, and how they relate to vocational, technical skills and 

pathways qualifications. 
¶ A strong understanding of delivering vocational, technical or skills qualifications and assessments to 

centres or employers. 
¶ A comprehensive understanding of the principles of project management and quality management.   

 
Desirable   

¶ Knowledge of financial management and analysis.   
¶ Knowledge of risk management strategies.   
¶ Understanding of the apprenticeships framework. 

 

Experience  
 
Highly desirable  

¶ Experience of a leadership and management role within the education sector  
¶ Experience of managing several simultaneous projects   
¶ Experience of building and sustaining successful strategic partnerships and relationships.  
¶ Experience of monitoring and evaluating procedures.  
¶ Experience of system design and process development.  

 
Desirable  
¶ Experience of budget management and business planning   
¶ Experience of change management  

 

Training / Qualifications   
 
Highly desirable 
¶ Appropriate academic qualification and professional qualification 
¶ Evidence of continuous professional development 
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