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Apprenticeship and Employer Co-ordinator
Directorate of Engineering
Ref: IN20.16
1. The Appointment

As an ‘Apprenticeship and Employer Co-ordinator’ you will be responsible for  coordinating and supporting the progress of Apprentices through liaison with Vocational Specialists, Learners and Employers in the successful achievement of an Apprenticeship.

Your focus will be developing levels of understanding; and driving the achievement of apprenticeship compliance to successfully embed learning within the internal and external community.

This is an exciting and challenging new role that would suit an individual who is flexible in their approach, highly motivated and passionate about learning within the sector.

The role will require you to embed the college’s values; Respect, Integrity, Collaboration, High Expectations and Responsibility. 

2. The Post

2.1 Main Duties and Responsibilities
You will act as the focal point of employers once an apprentice has enrolled with the Engineering Department;
a) Supporting employers, introducing them to systems, procedures and policies and monitoring their use.

b) Co-ordinating initial Health & Safety checks and monitoring any ongoing risks.

c) Liaising regularly with Employers and Apprentices, carrying out reviews and sharing key information on progress and attendance.

d) Monitor attendance and punctuality, contacting apprentices and their employers, if there are concerns.
e) Monitor Apprentices off the job hour recording; supporting Apprentices and Employers to record and ensure off the job time.

f) Liaising with Vocational Specialists, Apprentices and Employers to ensure any potential slippage in progress is addressed and that plans are in place to enable achievement against planned end dates. 

g) Ensure any additional learning support has been identified for a learner, providing monthly support where planned and link with key additional support specialists to get ensure a plan is in place and actioned. 

h) Work with apprentices and employers to promote, develop and deepen their knowledge and understanding of Prevent duty, British values, equality and diversity along with how to maintain an active and healthy lifestyle.

2.2
Other Responsibilities

a)
To uphold and promote all company policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity policies and procedures and attend training as requested.

b)
To apply the college’s own safeguarding policy and practices and attend training as requested.
c)
To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

d)
To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

e)
To present and promote an appropriate public image in representing the college group and its subsidiaries.
f)
To undertake any other duties as may reasonably be required commensurate with the post.
3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	Maths to at least level 2 
	(
	

	English to at least level 2 
	(
	

	IOSH qualification (or be willing to work towards)
	(
	

	Experience 
	
	

	Recent and relevant work experience in a related field
	(
	

	Maintaining accurate and current manual and electronic data bases
	(
	

	Experience of working independently to achieve structured targets – evidenced
	(
	

	Current relevant industry experience
	
	(

	Business administration experience
	
	(

	Previous experience of working within or in partnership with a training environment
	
	(

	Skills /Knowledge
	
	

	Demonstrate suitability to work with children and 

vulnerable adults including knowledge/understanding of

safeguarding and DBS compliance
	(
	

	Awareness of apprenticeship contract compliance and its application to the vocational area
	(
	

	Excellent IT Skills
	(
	

	Ability to develop and deliver effective learning materials or information
	(
	

	Identify, interpret and apply knowledge and information
	(
	

	Provide constructive feedback
	(
	

	Excellent communication skills
	(
	

	Ability to inspire learners and colleagues
	(
	

	Ability to analyse information and situations and recommend ways forwards
	(
	

	Ability to work independently, without close supervision, and as part of a team to achieve effective outcomes
	(
	

	Act as an effective professional ambassador of the college
	(
	

	Ability to plan and prioritise
	(
	

	Knowledge of current national initiatives within apprenticeships
	
	(

	Qualities/Approach linked to college values 
	
	

	Commitment to learners
	(
	

	Personal positive impact
	(
	

	Self confidence
	(
	

	Flexible approach
	(
	

	Demonstrate a positive approach to equality and diversity and customer service
	(
	

	Demonstrate an ability to take responsibility for own and others Health  and Safety at work
	(
	


4. Position within the College

The post-holder will be part of the Engineering directorate.
5. Terms & Conditions

a) The post is offered on a permanent, support contract and is subject to those terms and conditions.

b) The salary will be within Support Band 6.
c) You will be required to work 37 hours per week on a flexible basis.
d) The post holder may be located at any college site and may be expected to travel as required. You will be given reasonable notice of any change in your principal place of work and be fully consulted. 
6. The Application

Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5pm on Wednesday 23rd September 2020.
Interviews for short listed candidates have been provisionally scheduled to take place on Friday 24th September 2020. 
www.wnc.ac.uk/vacancies
THE COLLEGE GROUP PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY. 
 The company group is committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. All successful candidates are subject to a Disclosure and Barring Service check.  The successful candidate will be required to pay for the DBS check themselves, the cost (£44 for an enhanced disclosure) will automatically be deducted from their first salary payment.

It is an offence for anyone who is barred from working with children, young people and or vulnerable adults to apply for this position. 
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