JOB DESCRIPTION

Position: Senior Moderation Officer

Division: Quality Assurance Division

Grade: Senior Level

Salary Range: $39,369 per annum.

Responsible To: Assistant Chief Executive Officer QA, Samoa Qualifications

Authority through the National Moderator

Primary Objectives:

To enhance the quality and standards of Post School Education and Training (PSET), and
contribute to the achievement of the Samoa Qualifications Authority (SQA) and
Government’s goals and objectives, through assisting to effectively implement the national
external moderation policies and processes for National Competency Standards.

Duties and Responsibilities

1.

10.

11

13.

14.

Assist to coordinate implementation of the National External Moderation annual cycle of
activities

Assist in facilitating and implementing support activities for PSET Providers in the
implementation of National External Moderation of NCS assessment

Coordinate consultations and awareness workshops for National External Moderation

Check that all documentation requirements are in place in the submissions of Moderation
Plans and Applications

Assist in coordination of National Moderation Panels and compilation of documentations
for Panel evaluations

Maintain accuracy of a comprehensive database containing information on Moderation
processes.

Assist with report on progress of the national external moderation process

Build relationships with stakeholders (industry, PSET Providers, employers etc.) and
assist in addressing queries related to the national external moderation system

Stay updated with relevant local and international research and development

Establish and manage a proper filing system of all documentations submitted to the SQA
for the National Moderation process

. Record accurate minutes of the Quality Assurance Focus Group meetings
12.

Assist to prepare and plan for the quality assurance division’s budget and resources
including the preparation, implementation, monitoring and review of the division’s annual
management plans.

Assist in other Quality Assurance processes (such as Programme Accreditation, Re-
accreditation and Quality Audit) or SQA activities when required by NM, ACEO-QA or
CEO

Carry out any other related duties as required.
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Selection Criteria

1.
2.

A minimum of a Bachelors Degree in Education or relevant field. (Essential)

Demonstrated ability in oral and written communication skills in both Samoan and
English including analytical, report writing, decision making, interpersonal and
networking skills. (Essential)

Sound knowledge of National Competency Standards or similar standards. (Essential)
An understanding of standards-based assessment and moderation. (Essential)

At least 2 to 3 years’ experience in policy development, strategic planning, budgeting and
annual management planning. (Highly Desirable)

A high level of computer literacy with some experience in maintaining accuracy of
database systems. (Highly Desirable)

Excellent filing and record keeping skills. (Highly Desirable)

Fair knowledge of the wide scope of post-school education and training locally. (Highly
Desirable)

Knowledge of SQA plans and quality assurance policies. (Highly Desirable)
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