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Job Description

Job Title:     
Apprenticeship Administrator 
Salary Band:

Scale 3
Responsible to:
Apprenticeships Manager
Introduction

The College Group’s Vision and Values are embodied in the following statements:

1. The acquisition of knowledge which is linked to tangible skills development in a safe learning environment is the essence of a quality learning experience. If this process also challenges reasoning, planning and individual organisation then it will develop valuable learner skills allowing individuals to realise their full potential. The College Group is committed to widening participation in all its learning activity and is committed to making provision available at all academic levels to match the diverse needs of our learners.

2. The College Group is committed to the principles of partnership and collaboration with a range of likeminded organisations on a local, regional, national and international basis and will deliver its Vision and Values through a culture of a professional, open and self critical organisation that embraces change and believes in high quality and where responsible contribution of individuals is encouraged and valued at all levels.

3. The College Group is committed to encouraging and demonstrating enterprise, entrepreneurialism and innovation amongst learners and staff through the curriculum and to developing the commercial activity of the College Group.

What will I be doing?  

Acting as Apprenticeship Administrator you will be responsible for providing administrative support to the Apprenticeship Manager and the Apprenticeship Co-ordinator, for Sparsholt College Group’s Apprenticeship project.  
The post holder will also provide support to other projects/activities as required.
Main Duties and Responsibilities
1. To provide efficient administrative support to the Apprenticeship Co-ordinator and the Commercial Services team. The post holder will also provide support to other areas at specific times as directed by their line manager.

2. Maintain and review diaries and assist the Apprenticeship Liaison Officers on a day-to-day basis with planning and using time effectively to maintain a consistent level of management within Apprenticeships.


3. Organise, collate, track and file incoming and outgoing mail.
4. Receiving and dealing with general enquiries from applicants and/or third parties and referring these enquiries to members of staff as appropriate
5. To assist with cross-College Group events e.g. presentation evenings, open days, enrolment of students, etc.
6. Arranging interviews, meetings and events as required.
7. Produce, copy, collate and distribute, as required, high quality documents, reports and correspondence accurately and in a timely manner.

8. To maintain and review effective filing systems, paper-based and electronic, for storage and prompt retrieval of Apprenticeship information to ensure information is readily retrievable/ available for use by team members and internal/external audit - to include that of associate/partnership account activities
9. To establish and maintain excellent working relationships with project associates/partners, internal and external clients, staff and other relevant stakeholders.
10. To actively participate and contribute to regular associate/partner meetings, team meetings and other meetings as required, ensuring that preparation work, papers, minute/notes, actions identified from meetings are circulated and followed up.

11. To ensure all administration is completed timely, accurately and within agreed Quality Standards, including completion of paperwork for submission to Registry/MIS and completion of associated documentation to meet audit requirements.

12. To adhere to and implement any Sparsholt College Group policy, in particular the College Group’s Health & Safety policy.

Marketing & promotion

1. Work with the Commercial Services team, associates/partners and with external agencies to identify and engage new employers and enhance further training opportunities with existing customers.

2. Take part in a range of marketing activities including those with external agencies and organisations.

3. Support the Commercial Services team in promoting, developing and negotiating employer engagement, business responsiveness and training opportunities across the College Group and with companies outside of the apprenticeship funding stream.
Other
1. Maintain and develop effective communication, liaison and relationships with internal and external customers and staff, including attendance at internal and external meetings, networking, marketing and other events.

2. To participate in the College Group’s performance management/appraisal process and to undertake appropriate staff development and training.

3. To comply with and promote statutory, legal and College Group Health & Safety policies and procedures and take appropriate responsibility to ensure the health & safety of self and others.

4. Ensure compliance with and implementation of all College policies and procedures, including Safeguarding Legislation and Equality and Diversity, and pursue the achievement and integration of Equality and Diversity throughout all the College Group’s activities.

5. Undertake evening and weekend working as required
6. Engage in professional developing and networking for the purpose of continuous professional development

7. To undertake any other duties as may be required from time to time and review this Job Description at least annually through the College performance management/ appraisal scheme.
Date Description prepared: 
Agreed by Job Holder:                                          
Date:
Approved by SLT Member:




Date:
Notes;

This job description outlines the main duties and key performance outcomes of the role.  It is not exhaustive and may be varied by the College  Group following consultation with the post holder.

The job description, duties and key performance outcomes must be reviewed annually with the line manager and approved by a member of the Strategic Leadership team.


Person specification/Competency Profile
Apprenticeship Administrator
When completing you application form please evidence how you fully meet each of the essential criteria 
	skills and core competencies
	How Measured

	Technical competency and knowledge (qualifications and training)
1. 5 GCSE’s Grade C or above or equivalent or general office administration. (E)
2. Competence in use of IT systems, including MS Office package such as Excel and Word. (E)
3. Experience of government funding streams and processes for employer responsive provision (D)

	Application/Sight of Certificates

Application/ interview/references

Application/ interview

	Experience, knowledge and judgement
1. Previous experience in employer-related training activities (D)
2. Strong customer focus (E)
3. Able to understand and follow financial procedures together with maintaining records for ensuring the timely collection and deployment of funds. (D)
4. Able to collect and collate information to provide reports to internal and external stakeholders. (E)
5. Experience of and ability to manage competing priorities within tight deadlines (E)
6. Experience of quality assurance processes and systems, and ideally applying these to external organisations. (D)
7. Knowledge of and commitment to improvement mechanisms (D)
8. Experience of effective and successful preparation and production of high-quality reports, proposals, marketing materials and other information (D)

	Application/ interview

Application/ interview/ references

Application/ interview/ references

Application/ interview/ references

Application/ interview/ references

Application/ interview/ references

Application/ interview/ references

Application/ interview/ references



	Skills and Personal Qualities
1. Ability to prioritise own workload & organise own time effectively to complete deadlines and to agreed quality standards. And to adjust plans when workload and priorities change. (E)
2. Able to deal sensitively and persuasively with others by choosing the content, style and language appropriate to the situation. (E)

	Interview/ references

Interview/ references



	skills and core competencies
	How Measured

	Skills and Personal Qualities
3. Ability to prioritise own workload & organise own time effectively to complete deadlines and to agreed quality standards. And to adjust plans when workload and priorities change. (E)
4. Ability to propose solutions to problems and the decisions needed. (D)
5. Self-starting, positive-thinking and ‘can-do’ attitude (E)
6.  Challenges the way things are normally done, seeks continuous improvement through enhanced services and delivery arrangements, whilst continuing to deliver core requirements (D)
7. Knows when and where to use judgement, and when and where to seek help or appropriate guidance (E)
8. Able to develop and maintain excellent communication, liaison and relationships with colleagues, clients and other stakeholders (E)
9. Ability to use own initiative and work effectively and conscientiously with minimum supervision and work within a team (E)
10. Seeks relevant information on the different ways that colleagues and clients work/operate to properly understand their needs and pressures, and the environment in which they operate (E)
11. Ability to develop systems and procedures including the use of new technology to streamline tasks and improve efficiency (D)
12. Commitment to Equality and Diversity, awareness of relevant legislation and the need for impact assessments (E)
	Interview/ references

Interview/ references

Interview/ references

Interview/ references

Interview/ references

Interview/ references

Interview/ references

Interview/ references

Interview/ references

Interview/ references

Interview/ references



	Circumstances

1. To have a flexible attitude to team roles particularly at busy times. (E)
2. Willingness to contribute fully to the activities of the team. (E)
3. Possession of a valid driving licence (D)

4. Willingness to use own vehicle for business purposes (E)
5. Ability and willingness to undertake travelling within the UK as required (E)
6. Ability and willingness to work flexibly (evenings, weekends) as required to meet the needs of the role and the College Group (E)
	Interview

Interview/ references

Interview/ sight of licence

Interview/ sight of insurance

Interview

Interview




