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JOB DESCRIPTION

Job Title:	Work Based Learning Manager 
Directorate:				Learning 
Reporting to:			Director of Apprenticeship Delivery
Date JD produced/revised:	November 2017	
Post Reference number:	           SMT 180


The primary purpose of this job role is to:

Develop and grow apprenticeships and other workplace learning to meet employer and learner needs and be responsible for the day to day delivery of a range of WBL programmes and the assessors who deliver them. Achieve growth ambitions whilst improving quality. Be responsible for the achievement of targets including overall and timely success rates and number of starts; manage assessor caseloads and responsible for managing a budget.	

The primary duties, tasks and responsibilities of this job role are to:

Business Development

1. Develop strategies to increase employer engagement and business development so that the recruitment of apprentices grows.
2. Ensure an effective response to employer needs through a variety of sources of funding including Apprenticeships and full cost work.
3. Develop opportunities for the College to gain from relationships with employers through curriculum advice, work placement and job opportunities.
4. Promote apprenticeships through careers events and school visits.

Curriculum

1. Be responsible for the planning and design of all aspects of the work-based curriculum, ensuring workplace, qualification, framework and standards requirements are met. 
2. Plan and manage resources effectively to ensure that all employer and qualification/framework requirements are delivered as per contract.
3. Oversight of Centre Co-ordination for awarding organisations and of Lead Internal Verifier/Quality Assurer activities for programmes to ensure high quality delivery of the training provision within the agreed timescales to meet employer and contractual requirements. 
4. Ensure robust quality assurance procedures are in place and these are regularly reviewed.
5. Find and set up work placements for fulltime learners. 
6. With other managers across the college, develop new training and apprenticeship programmes to meet employer need and demand.
7. Promote the use of technology and e-learning in training delivery, assessment and the review process.


Learners 

1. In collaboration with the Employer Engagement Team, ensure effective arrangements are in place for the recruitment, assessment, enrolment, induction, monitoring and progress recording of all work-based learners. Ensure work place health and safety checks are carried out as necessary.
2. Plan and implement strategies to advance equality and equal outcomes in the recruitment and achievements of learners.
3. Monitor success rates, retention, ALS/ASN and report monthly on team performance at individual learner level.  Flag high risk learners.


Staff 

1. Be a proactive line manager, a role model for staff and a spokesperson for the College.
2. Assist with the interviewing and appointment of staff in the area and ensure all new staff have a timely and full corporate and area induction.
3. Manage the performance of staff effectively, ensuring that all staff have appraisals and probation reviews with targets and measurable outcomes.  Where appropriate, ensure performance improvement plans are in place.
4. Meet individual staff regularly throughout the year to review progress and take action straightaway if performance is not satisfactory.
5. Ensure that all staff have the required experience and qualifications for their roles, and that everyone has an annual training and development plan that is linked to Faculty needs and the College’s strategic aims.
6. Ensure staff maintain current CPD and occupational updating to meet the requirements of the awarding organisation.
7. Arrange developmental observations for assessors and quality assurers as required, and follow up with action plans.
8. Meet regularly as a team and discuss operational and College matters.
9. Ensure that College employment policies and procedures are adhered to by all staff.


General

1. Achieve annual budget targets, apply resources appropriately and realise value for money.
2. Contribute to the development of the Faculty Self-Assessment Report and Strategic Improvement Plan
3. Work collaboratively with internal and external colleagues as required on College initiatives.
4. Maintain compliance with all College planning and quality processes and procedures.
5. Produce timely comprehensive reports and action plans for the programme area on all quality and operational matters.
6. Ensure that safe working practices are followed and appropriate Health & Safety and Safeguarding legislation and guidance is adhered to at all times.
7. Actively advance equality of opportunity and foster good relations within the College community and adhere to College Equality and Diversity policies, procedures and practices.
8. Undertake such other duties as may be reasonably required, commensurate with the level of responsibilities and duties of this post.
9. To actively advance equality of opportunity and foster good relations within the College community.
10. To adhere to College equal opportunities policies, procedures and practices.




Special conditions or working arrangements applicable to this role are:

This post is defined as regulated activity. The postholder is required to hold an enhanced DBS disclosure check deemed acceptable to the College.
The College is committed to safeguarding and promoting the welfare of children and vulnerable adults and expects all employees and volunteers to share this commitment.
Please note that this job description is current as at the date shown above.  In consultation with you, it is liable to change to reflect changes in the job. 
























	Terms and Conditions

	Details

	
Salary Scale

	
Spot Salary

	
Salary: (to be pro rated if part-time)

	
£39,748 p.a.

	
Superannuation Scheme:
	LGPS


	
Number of hours to be worked per week

	
37 hours per week

	
Full year or term time only contract

	
Full year

	
Contract type

	
Permanent 

	
Annual Leave Entitlement 

	
35 days per annum




EMPLOYEE PROFILE

	ATTRIBUTES
	ESSENTIAL 

ATTRIBUTES CANDIDATES MUST HAVE ON ENTERING THE ROLE


	DESIRABLE
	ASSESSMENT METHOD

e.g., application form, interview, tests


	
Qualifications
	

A minimum of a level 3 vocational qualification in a relevant area. 

A1 assessor qualification/TAQA

V1 Internal Verification qualification

Level 4 Certificate in Leading the Internal Quality Assurance of Assessment Processes and Practice (Lead IQA qualification) or prepared to work towards

	
Teaching qualification 
(Cert Ed/PGCE)

Management qualifications



	
Application form

Certificates




	
Related 
Experience
	
Teaching/Assessing experience in a relevant curriculum area

Evidence of successful programme, curriculum
and resource management 

Substantial experience of leading, managing and motivating a large staff team

Experience of analysing data and providing performance reports

Evidence of successful 
relevant industrial experience
 
Evidence of professional updating & development

Experience of using quality assurance 
Procedures
	
	
Application form

Interview & references





	
Special  
Circumstances
	
Must be prepared to work flexibly including some evenings and weekends as required

May be required to work within schools or in other partner organisations

Must be able to travel independently for business purposes

	
	
Interview 

	
Knowledge, skills and abilities
	
Detailed knowledge of relevant Awarding Organisation requirements.

Working knowledge of apprenticeship funding and contractual requirements

Working knowledge of best practice in Health & Safety


Ability to use and analyse management information systems

Good communication skills – written & oral

Excellent I.T, organisational & administrative skills

Must be willing to undertake appropriate training & staff development

	
	
Interview 

Selection Activities  

	
Disposition and approach
	
A positive commitment to inclusive learning 

A team player who is able to lead and motivate others

Drive, commitment, enthusiasm and tenacity to make significant improvements to a major area of the college work

To promote and safeguard the welfare of children and vulnerable Adults. 

Commitment to equality & diversity 

Maintains a professional personal appearance 

	
	
Interview 

Selection Activities 

References 
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