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ROLE DESCRIPTION

ROLE TITLE:   
 
Apprenticeship Advisor


LOCATION:


Main Site

RESPONSIBLE TO: 

Work Based Learning Contracts Manager

KEY OBJECTIVES

· Marketing of Apprenticeships to existing and prospective employers to ensure targeted growth and achievement of contract

· Assist in planning and organising the College Apprenticeship recruitment, initial assessment and induction processes, including providing support and guidance to help secure employment

· Liaison with designated Programme Areas in all aspects of Apprenticeship delivery

· Maintaining records of apprenticeship activity and ensuring suitability of workplaces

· To be responsible for safeguarding and promoting the welfare of students having due regard to the College’s Child & Vulnerable Adults Protection Policy 
· Safeguarding and promoting the welfare of children
SPECIFIC TASKS

· Carry out marketing campaigns, including telephone sales, visits to prospective new employers and following up of AVOL enquiries promptly and effectively to promote the full range of college services
· Contribute to the College’s marketing and advertising materials to promote Apprenticeships to existing and new markets
· Maintain and build positive relationships with employers in conjunction with Programme Areas 
· Provide advice and instruction on employability skills to prospective Apprentices including CV development and interview skills
· Liaise with external referral agencies and Programme Areas in the recruitment of learners
· Assist Programme Areas in the tracking of learner progress and achievement in all aspects of the framework
· Maintain Apprenticeship records in compliance with contract rules and regulations
· Support the identification, recording and delivery of ALN/ALS where appropriate
· Undertake workplace checks to ensure compliance with Health & Safety  and Equality & Diversity requirements
· Provide the necessary information to maintain accurate and current data records for Apprentices including starters, leavers, attendance and workplace details
· Liaise with Programme Area staff regarding Health & Safety issues/incidents/ accidents to inform the review process and report to management as appropriate
· Liaise with management and HR Director in regard to CRB checks in the workplace
· Provide cover for Assessor/Reviewer staff in carrying out reviews where required
· Organise and participate in meetings with employers, parents, learners and Programme Area staff to address any issues relating to learner progress, discipline, grievance or other identified concerns
· Assist in planning and co-ordinating, and attend periodic advice and guidance events including those held outside of normal working hours
· Undertake any or all of the above tasks in relation to partner-based activity, together with other designated tasks as requested
· Demonstrate commitment to work in accordance with the six shared values: serving our students and community, professionalism, respect for other people and teamwork, caring, honesty and integrity, a positive ‘can-do’ approach
· Participate in the provision of First Aid assistance if required
· Undertake any other associated duties that may occur as part of the role.
CONTINUOUS PROFESSIONAL DEVELOPMENT

The College has excellent facilities and offers support to enable you to continuously update your skills and qualifications.

PERSONAL DEVELOPMENT REVIEW

Personal development reviews take place annually, reviewed every six months and role descriptions are reviewed as part of this process.

This post is exempt from the Rehabilitation of Offenders Act 1974 and subject to Enhanced CRB Disclosure Clearance
Person Specification

	Competency
	Attributes – Customer Focus, Development, Relationships, Person Effectiveness, Expertise, Communication Skills (if appropriate), Managerial (if appropriate) Health & Safety, Equalities, Finance
	Essential/

Desirable
	Method:

Application   (A)

Interview
(I)

Test
(T)

Presentation (P) 

	Experience
	Sales and Marketing

Facilitating the delivery of employability skills

Health & Safety workplace compliance

Working with young people and providing appropriate support

Accurate  record keeping to meet quality standards

Developing high quality employer engagement and customer relations

Providing high quality Information, Advice and Guidance to customers 


	Essential

Desirable

Essential

Essential

Essential

Essential

Essential
	A, I, P, T

A, I

A, I

A, I

A, I

A, I, P, T

A, I

	Knowledge
	Apprenticeship contract rules and regulations

The  Equality & Diversity agenda

Safeguarding

Apprenticeship Funding 

Apprenticeship success and timely success rates criteria

Audit and inspection processes

Labour market information 


	Essential

Essential

Essential

Desirable

Essential

Essential

Desirable
	A, I

A, I

A, I

A, I

A, I

A, I

A, I, P, T

	Skills/

Abilities
	Suitability to work with children

Ability to communicate effectively with a wide range of people and organisations

Driving licence and full access to  a car 

Self organising and  planning skills

Effective us of  IT skills i.e. (Word, Spreadsheets, database, MI systems)

Participate in relevant internal and external meetings

Excellent Team Working skills

Ability to produce and analyse data and action plan accordingly


	Essential

Essential

Essential

Essential

Essential

Desirable

Essential

Desirable
	A, I

A, I

A

A, I

A, I, T, P

A, I

A, I

A, I

	Qualifications
	Health & Safety Qualification (minimum of IOSH Managing Safely) 

First Aid qualification

Level 2 Literacy and Numeracy

IAG qualification

Qualified in at least one vocational area appropriate to apprenticeship delivery


	Essential (training provided if necessary)

Desirable

Essential

Desirable

Desirable


	A

A

A

A, 

A

A, I

	
	A commitment to work in accordance with the six shared values:

· Serving our students and community

· Professionalism

· Respect for other people and teamwork

· Caring

· Honesty and integrity

· A positive, “can-do” approach


	Essential
	A, I
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