CURRICULUM VITAE

ANNA-MARIE WATTERS

24 Common Street

Westhoughton

Bolton

BL5 2BZ

       Telephone: 07749-456901 (mobile)

  annamarie24767@icloud.com 

PROFILE

A resourceful and self-motivated EQA/Quality Manager/Trainer/Assessor, with extensive supervisory and management experience gained within Providing Financial Services, Retail, HR, Customer Service and Business Management (to level 5.)  Excellent communication skills reflect in ability to develop and maintain vital relationships with senior management, colleagues, employers and learners.  Equally confident working on own initiative or taking an active part in decision making within a pressurised environment.  Highly organised and able to prioritise workloads ensuring assignments are completed on schedule and to a high standard.  End Point Assessment experience for 24 months.
ACHIEVEMENTS

Successfully designed and implemented structured Retail Apprenticeship programme for a National BlueChip Company.  100% retention and achievement of all learners on programme, with 1 receiving a nationally recognised award for outstanding achievement.   Accreditation of Matrix Quality mark and Gold Standard Investors in People. Won local election in 2012 & 2016 to represent the people of Bolton as a Local Government Politician.  Runner up 2018 Bolton’s Inspirational Woman.
CAREER HISTORY
Jul 2019 -
OPEN AWARDS


To date

Lead EQA Reviewer

· Overseeing the quality assurance and delivery of apprenticeship standards covering a range of EPAO’s.
· Reviewing centre delivery by making on-site visits or carrying out remote desk top monitoring.

· Externally verifying and quality assuring centres assessed and internally verified End Point Assessment delivery and decisions.

· Supporting centres in developing and maintaining quality assurance processes and systems to meet IFATE requirements.

· To conduct regional/national training events.

· To provide specialist support to other Lead Quality Reviewers.

· To compile quality assurance reports to meet IFATE requirements on the EQA framework.

· Attend trailblazer meetings on behalf of IFATE reporting on quality delivery of EPA activity.

· Make recommendations and propose actions to improve the robustness of standard assessment plans.

Jan 2016 -
FREELANCE IQA/ASSESSOR/QM/EPA


Jul 2019

Trainer/Assessor/IQA/Quality

Jun 2013 -
JT DEVELOPMENT SOLUTIONS


Jan 2016
Quality Manager/Lead IQA
HR Competencies

* Strategic planning for 12-month recruitment drive.

* Designing interview materials to ensure fair recruitment strategy in place.

* Writing and implementation of HR policies to meet legal and organisational

requirements.

* Carrying out training to new and existing staff on updates and new starters.

* Handling grievances and disciplinary processes in line with legal and regulatory

requirements.

* Ensuring staff records are maintained accurately and in line with organisational and

GDPR requirements.

* Conducting interviews for new staff.

* Liaising with the board of directors to implement HR strategies and proposals.

* Producing job descriptions, person specifications and placing adverts using social

media.

* Keeping CPD up to date with employment law legislation and changes.

* Ensuring processes and documents meet current law and legislation.

* Carrying out staff appraisal processes and planning for 12 months.

* Maintaining current knowledge of occupational trends and salary forecasts.

* Analysing existing company benefits and identifying efficiencies.

* Surveying employees across the organisation to determine needs.

* Research and provide advice on employment regulations.

My role within the HR function of a training provider, was to manage a team of staff (60) within various roles and responsibilities within the organisation. This included recruitment and management of quality assurance team, assessment team, business development, customer service team and administration roles. I planned the recruitment strategy 12 months in advance and presented this in line with the business plan. Changes were made as and when required.

When my role was first implemented there were 12 staff in total within the organisation. I was also responsible for securing bids within apprenticeship delivery. My first bid was for a 1 million-pound contract to deliver a range of qualifications. The direct impact on the business was a substantial recruitment drive to ensure that we had not only the staff to deliver but also the office resource to enable the bid to run smoothly and effectively. My direct line management responsibility was for the Quality Team - this was a team of 6 people that I had built over a 3-month period. Also, the team leaders for the Customer Service department, Administration department and Assessment/Delivery team.

For my team within Quality Assurance - This involved setting SMART targets in line with the organisations business plan and strategic policy. Ensuring apprentice information and documents for funding were compliant with sub-contractor requirements and ESFA rules and guidelines. Weekly meetings were implemented at the beginning of the week and end of the week to monitor which targets had been achieved and any that were required to be carried over and the potential impact on the department and business. Carrying out motivational sessions with staff to ensure that they felt valued and made a constructive impact on the quality of the department and its involvement with key stakeholders. Monthly meetings with the team leaders from the other departments to monitor compliance and deal with any areas of concern. This also included the introduction of new plans and ways of working to ensure consistency across the organisation. My role was directly responsible to the CEO of the organisation.

· Sourcing new external funding streams including bids for direct funding contracts.

· Ensuring successful completion of all Due Diligence requirements for contractors.

· Managing and implementation of company quality processes and procedures for direct delivery team, including employability and apprenticeship contracts.

· Planning effective quality meetings and ensuring that quality assurance procedures and standardisation meetings are delivered. 

· Training and updating assessors in quality processes.

· Writing S.A.R. and Quality Improvement Plans for work based learning provision and ensuring implementation of improvements.

· Designing new documents and paperwork to enable robust quality assurance processes in assessment and verification.

· Co-ordinating standardisation process across all occupational areas.

· Sourcing new contracts and applying for tenders/bids.

· Carrying out observations of teaching/learning and assessment.
· Assessment and Verification of Business Administration, Management, Customer Service, Providing Financial Services, Team Leader, ERS, Transport, Retail, Warehousing and Functional Skills – including all standardisation planning.
Jul 2012 –
MANCHESTER INTERNATIONAL COLLEGE

Jun 2013
Process and Quality Manager


Duties as JT Development Solutions
Sept 2011 -
CITY AND GUILDS FOR BUSINESS

To Jul 2012
Lead IQA
· Managing Quality Assurance Process for team of 8 Trainer/Assessors.

· Leading quality assurance and standardisation meetings.

· Training and updating assessors in quality processes.

· Tracking progress of learners on Programme.

· Identifying missed assessment opportunities and providing support to assessors.

· Managing caseload of learners.

· Obtaining new leads and sales activities within the sector.

· Invigilating exams as required.

· Enrolling learners.

· Assessment and Verification of Retail, Customer Service, Business Administration and Key Skills.

· Acting up as Regional Manager (as and when required.)

Sept 2007 -
LANCASHIRE ADULT LEARNING

July 2011
Lead IQA



· Delivery to Level 5 Higher Level Apprenticeships.
· Carrying out Training and Assessment of Intermediate and Advanced Apprenticeships, including: Teaching Assistant, BA, Customer Service, TL, Management and Functional Skills.
· Induction of new learners onto programme.
· Implementing Apprenticeships within large and medium contact centres in Local Authorities
· Liaising with all parties involved in the process, from Store Managers to Colleagues.
· Maintaining a high level of quality assessments to ensure all learners achieve and enjoy the learning process.
· Identifying opportunities to maximise assessments of learners.
· Tracking learners on programme to make sure achievement within the length of stay.
· Enrolment of learners taking required exams with awarding body.
· Identifying new opportunities to enrol learners onto programme.
· Designing lesson plans and schemes of work for short IT courses, Technical Certificates in Management, Team Leading, Business Administration and Customer Service, this also included delivery of all qualifications either class room activity or 1-1.
During my employment at LAL, I spent 2 days per month for 2 years working within 3 primary schools as a Teaching Assistant in Lancashire, covering curriculum areas to prepare teaching assistants to work with pupils.  This included writing lesson plans, SOW’s, planning and obtaining resources to carry out activities, delivering taught sessions to pupils on different subjects including ICT.  I also carried out different tasks to enable the Teacher to deliver the main curriculum areas, this was at key stage 1 and 2.
Dec 2006 -
BURY COLLEGE

Aug 2007
Programme Manager

June 2005 -
PRESTON COLLEGE

Dec 2006
Senior Training & Assessment Co-Coordinator


Retail, Business Admin, Customer Service, CCLD
Jan 1998 -
MANCHESTER TRAINING AND ENTERPRISE COUNCIL

June 2005
Lead Internal Verifier/Assessor – Retail 
Jan 1997 -
NORTH WALES TRAINING

Dec 1998
Training Adviser
Mar 1995 -
HOUSE OF FRASER

Jan 1997
Training Manager – Management of Retail Apprenticeship Programme
May 1994 -
PITMAN TRAINING CENTRE

March 1995
Centre Manager
QUALIFICATIONS


2015
EQA Award

2015    Management Level 3 NVQ 


2015
Functional Skill Maths Level 2


2015
Functional Skill English Level 2


2015
Functional Skill ICT Level 2

2011 Business Administration Level 3 NVQ

2011 Business Administration Level 3 Technical Certificate

2011 Key Skills Application of Number Level 2

2011 Key Skills Communication Level 2

2011
Employment Rights and Responsibilities

2010 DTLLS 
2006
OCR – Exam Invigilator

2003 A/V unit refreshment

2002 
NVQ Level 3 Customer Service

2001
Key Skills Information Technology Level 2

1996
D34 Internal Verifier

1996
D36 APA Advisor

1995
D32 – D33 Assessor Award

1992
Teacher’s Diploma (Level 4) – Information Technology, Applied 
Principles of Teaching and General Principles of Teaching [image: image1.png]



