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Job Description
Bootcamps Advisor
Key role objectives	Role Overview
Job Title: Bootcamp Advisor
Grade: EC5/6 
Contact Hours: 37 hours per week 
Contract: Permanent
Department: Apprenticeship & Future Skills Team
Responsible to: Director of Apprenticeships

To Support the Bootcamps Manager in recruiting and delivering successful Bootcamp programmes including representing Exeter College at promotional events. (To promote productive relationships between employers, the Bootcamps team, faculties and learners, focused on maximising opportunities and learner outcomes. 
To oversee the administrative processes relating to Bootcamps delivery, working with the Bootcamps Manager to ensure that all necessary data and evidence are collected, always validated and audit ready.



Main Duties: 
Employer Engagement and Sales activity 
· Network internally with appropriate staff to find opportunities to recruit to Bootcamp activities. 
· Promote Bootcamps to both Learners and Employers, through participation in a variety of events including open events, recruitment and trade events, conferences, marketing events. 
· Participate in planned sales activities to include tele-sales campaigns and direct marketing activities to increase engagement with employers. 
· Support employers in addressing their skills development and training needs and provide training Information, Advice and Guidance relevant to Bootcamps and other programmes. 
· Liaise with employers and faculties to identify potential Bootcamp programmes resulting from careerprogression opportunities. 

Recruitment 
· Oversee the application and on-boarding process working closely with marketing and faculty teams. 
· Utilise online systems and portals to ensure compliance with regulatory and college processes. 
· Recruit Bootcamp learners in line with starts targets and optimum cohort sizes. 
· Take part in internal and external initiatives in support of Bootcamps recruitment and sales. 
functions. 

Administration 
· Use the CIS system and a range of software packages to carry out day to day activities and reporting. 
· Process information and documentation using systems, accurately and efficiently according to agreed processes. 
· Complete the Bootcamp onboarding process in line with current procedures and funding requirements. 
· Attend and contribute to meetings as required by AFS managers. 
· Work with the Bootcamps Mentor(s) to collect evidence for milestone achievement and process funding claims where necessary. 
· Prepare reports on recruitment, funding and outcomes as required by the college and funders.

General 
· Collaborate with the Department Management Group to identify new programme opportunities.
· Engage in ongoing professional development and college-wide training initiatives.
· Support wider departmental or organisational initiatives as required, which may include involvement in related projects aligned with adult education, workforce development, or employer engagement.
· Work flexibly and creatively to respond to changing team and learner needs


Mandatory Duties:
1. Responsibility for safeguarding and promoting the welfare of children and vulnerable adults.
2. Responsibility for promoting equality of opportunity and access to all,
3. Participation in training as required.
Oct 2025: This job description is current at the above date.  
In consultation with the post holder the position is liable to variation by the College to reflect actual, contemplated, or proposed changes in or to the job.  




[bookmark: _Hlk101427871]Person Specification
(A) = Assessed at application. 	(I) = Assessed at interview 	
(A/I) = Assessed at application and interview
Experience_______________________________________________________
Essential Criteria:
Demonstrate excellent interpersonal skills (I) 
Experience of working in a target driven role (A) 
Experience of developing training solutions (A) 
Desirable Criteria: 
Experience of working with young people and adults (A)
Skills and Abilities_________________________________________________ 
Essential Criteria: 
Excellent organisational skills including attention to detail and accuracy (A) 
Work effectively under pressure and to deadlines (I) 
Competent in the use of IT packages (e.g., Outlook, Word, Excel) (A) 
Desirable Criteria: 
Understanding of the recruitment process (I) 
Familiar with Givernment Funding regulations (A) 
Awareness of social media and its use in marketing (I))
Qualifications____________________________________________________
Essential Criteria
GCSE Maths and English Grade C (or equivalent) (A) 
Full driving licence (No more than 6 points) (A) 
Desirable Criteria: 
Information, Advice and Guidance or Customer Service qualification (A)
Desirable
Full driving licence (No more than 6 points) or willingness to undertake (A) 
Personal Qualities____________________________________________________
Essential Criteria
Effective team player (I) 
Ability to problem solve under pressure when challenges at work arise (I)
Mandatory Requirement(s)_________________________________________
Essential Criteria
Commitment to safeguarding and promoting the welfare of children and vulnerable adults at Exeter College (I)
Commitment to equality, diversity and inclusion (I)
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*Current host faculty listed on the job description above could change Reviewed: December 2022
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OUR VALUES ARE WHAT MAKE US, US!

VISION: To be an exceptional College

MISSION: To shape futures by delivering world-class education and training for our city and region

AMBITION &)

We are challenged and encouraged to push boundaries to enable us to realise
our ambitions

We are brave and take decisions that transform lives and foster achlevemem
for all

We are agile, future-focused and embrace digital technology and

learning -

We believe in impact; we are passionate about our community and *"

environment and continue to make big changes in orderto plﬁy our

part in creating a sustainable city and Collega i ——
N S R

COLLABORATION

We collaborate with others to ensure we grow, thrive and initiate brilliance
We are bold and innovative; we listen to and learn from others in

pursuit of the exceptional

We care about place; we collaborate with others to ensure

success for our community that has national impact

We believe that we are stronger together and

actively seek out partnerships that make

a difference and help us enrichour  * «

ENERGY (%)

Our expertise, passion and actions energise and enthuse those around us
We care and support our people and our community. We believe that

we excel when we are empowered, engaged and enjoy our time,at
College

We are curious; we focus on solutions, not problems

We are proud of our achievements.and actively seek®oyt

opportunities to celebrate these and set ourselve-s our
next challenge .

exe-coll.ac.uk
exetercollege





image10.jpg
exeter college




image2.jpeg




image3.png
COLLABORATION




image4.png
() AMBITION




image5.png
(%) ENERGY




image6.jpeg




image7.png
COLLABORATION




image8.png
() AMBITION




image9.png
(%) ENERGY




