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Person Specification – Apprenticeships Liaison Officer

	CRITERIA
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Qualifications:

	Have good numeric and literacy skills with preferably GCSEs at Grade C or above (or equivalent) in Maths and English    

	(
	
	Application Form
Interview

	Experience and Knowledge:

	Experience of working within a FE environment
	
	(
	Application Form

	Understanding of apprenticeships
	(
	
	Application Form
Interview

	Motivated by working to targets on a daily, weekly and monthly basis
	(
	
	Application Form
Interview

	Skills and Attributes: 

	Excellent communication and organisational skills
	(
	
	Application Form

Interview

	High standards of digital skills including spreadsheets
	(
	
	Application Form
Interview

	Methodical approach to tasks and good attention to detail.
	(
	
	Application Form
Interview

	Good people skills.   
	(
	
	Application Form
Interview


The college is seeking to recruit an Apprenticeships Liaison Officer to work as part of a team providing effective liaison with local employers, promoting and advising on apprenticeship matters, arranging interviews and successfully placing apprentices within the workplace. The successful candidate will be required to support the overall administration and day to day operations of the college’s apprenticeship application processes.
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