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DERBY college




	Employer Partnership Recruitment Executive
Reporting to Team Manager – Business Development
Base: The Roundhouse

	Hours                              22.2 hours per week, 52 weeks per year
Contract Type                Support
Holidays                          20 days per annum, subject to service increase
Salary                              £20,300 per annum, pro rata

	Job Purpose

· To communicate, maintain and work across the College with Curriculum, the Employer Partnership Team, the Employers, the Learners and Apprentices to ensure all learners and apprentices develop the skills, attitudes and attributes required to make a smooth transition into employment.

· To ensure effective recruitment takes place by maintaining and further developing employment opportunities with internal and external clients, to maximise placements with employers and to meet and grow recruitment targets

· To have an understanding of the products and services available through Derby College and Roundhouse Thinking and promote to all employers

· To provide and understand staffing requirements for Roundhouse Events and external organisations, as required and to actively recruit Derby College learners from across all campuses to build the database for paid part-time work opportunities. 

· To maintain and maximise repeat business, develop the existing account base and to identify organisations with potential for providing recruitment opportunities; sourcing opportunities for learner employment
· To secure full or part time sustained employment for learners through Roundhouse Recruitment 
· To ensure the College build sustainable relationships for employment opportunities with LEP Priority Employers and stakeholders and that employers conform to all College, legal, Health and Safety and other statutory requirements, as appropriate.
· To work closely with the Employer Partnership Teams, ensuring excellence in customer service and prompt feedback to the employer, answering queries, resolving complaints and maximising sales promptly and effectively
· To ensure that all candidates, Employers, Employer Partnership Teams and Delivery Teams receive a high standard of service, information, advice and guidance, in a timely manner, resulting in speedy placement of suitable candidates into vacancies
· To maintain a strong market presence as the main recruiter for apprenticeships in the area

· To maintain a wide, up to date, knowledge of employer engagement across all sectors 
· To maintain a clear knowledge of the College’s strategic objectives and future plans and be aware of curriculum activity

   

	Key Responsibilities

Staff

· To meet, and aspire to exceed, recruitment targets and KPIs

· To ensure completion of ONA for all employers establishing their need for employees and / or training

· To manage the apprenticeship government recruitment tool (e.g. AVOL, NAS etc) on a daily basis ensuring applicants and employers are updated promptly

· To process vacancy advertisements (where needed) promptly using a variety of advertising media, in agreement with the employer, within their chosen time scales and ensure the recruitment process enables employers to recruit, a learner or apprentice, cost effectively

· To organise interviews with the employer (where needed) and providing all information gathered from pre-screening, initial interview and provide feedback to help employers make informed decisions
· To work closely with the Employer Partnership Team regarding successful applicants, ensuring a smooth transition into employment or onto their apprenticeship programme in a timely manner as agreed with the employer and promptly supplying all relevant accurately completed paperwork to enable the start-up paperwork to be processed quickly
· To identify opportunities with employers to secure job vacancy opportunities for learners and apprentices, selling the benefits of the department and / or a specific leaner to an employer, to achieve a job start.  This includes researching the employer assessment process and preparing the leaner and apprentice candidate accordingly.

· To respond to issues and queries within 48 hours of receipt

Learners

· To maintain a clear vision, purpose and high expectation focused on learner’s achievement and progression; to meet targets and KPIs
· To ensure that all learners have a meaningful employment opportunity which enables them to develop personally 

· To provide a professional pre-screening, Initial Assessment and initial interview process, and provide robust, effective and constructive feedback, advice and guidance to applicants plus recommendations to employers as appropriate

· To develop learner job goals, using creative techniques, and deep level questioning, as necessary, for the learner’s needs to assist with diagnosis and progression identifying barriers to employment and providing information advice and guidance on benefits of employment. To identify appropriate short and long term solutions to fit the learner constraints and fill employment opportunities

· To identify and clarify learner expectations of the recruitment and employment process including data protection, confidentiality, ground rules etc.

· To develop the learners and apprentices job search strategy and skills by assisting with internet job searching, CV creation, interview techniques and identification of job related quantifiable skills; delivered through group activities.

· To ensure all applicants are invited for an interview in a timely manner and ensure effective use of appointments for rapport building with learners and apprentices

· To provide a good level of customer service to learners and apprentices and ensure they understand their rights and responsibilities and contractual obligations

· To monitor application, recruitment, and engagement of learners and apprentices

· To monitor learners’ employment to ensure that the learners welfare entitlements are undertaken in accordance with College and other statutory requirements.  

· Post employer interview if they are suitable candidates then discuss other vacancy opportunities and signpost them to alternative apprenticeship vacancies or other college training programmes

Curriculum

· To monitor, communicate and work collaboratively with the Employer Partnership team, Curriculum and staff from other areas of the College, and those in support roles enabling employment opportunities to be highlighted to learners and apprentices

· To ensure audit / Awarding body / inspection / funding criteria are adhered to and work with the Quality Team to review procedures, particularly following external visits or following the introduction of new developments.

· To support and participate during college enrolment and induction activities

· To ensure Employers influence the curriculum through formal feedback questionnaires

Business Development

· To comply with Employer Partnership Procedure and Guidelines and implement accordingly

· To continually put forward constructive proposals to improve quality procedures to improve efficiency and effectiveness.

· To organise and deliver apprenticeship recruitment job fairs to promote the recruitment service, vacancies and matching service

· To liaise with schools, careers and employment services as and when required

· To attend promotional events to market Derby College Apprenticeship programmes internally and externally

· To complete recruitment surveys, and support with other survey requirements, as requested
· To offer quality support to employers, learners and apprentices for personal and professional development enabling CPD opportunities 

· To forge relationships with stakeholder influences to promote the perception, reputation and awareness of learners and apprentices’ recruitment at Derby College

Data Management

· To ensure you and your colleagues effective use of College systems and technology including proactively embracing use of IT and digital technology

· To use the relevant information systems, including CRM and Business Reviews, to input, update, maintain, store, retrieve and manage all data ensuring it is readily accessible to all, inputted accurately and in a timely manner.

· To ensure Pre-Vet assessments are carried out and Employer Liability Insurance is valid for employment, utilising the College recording systems and procedures
Resource Management.

· To ensure utilisation and efficient use of resources within the area including physical space, equipment and materials.

Financial Management.

· To ensure compliance with financial and procurement systems, policies and procedures, achieving value for money and control of expenditure.

· To implement and supply the Finance Department with financial figures as requested

· To ensure up to date knowledge of funding streams available and maximise potential

Health, Safety and Environmental Management.

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To report Health, Safety and Environment risks within your working area in line with the relevant College procedures and guidelines

· To ensure all employment opportunities are safe and meet the safe guarding requirements in line with Health and Safety, SFA and Ofsted guidelines

· To liaise with Health and Safety Managers in Derby College to ensure that legal and legislative guidelines are met

· To carry out Pre-Vet assessments for employment

· To ensure that the central database is maintained, for audit evidence, of all active employment that demonstrates Health and Safety compliance including required insurance certificates

· To ensure risk assessments and risk assessment checks take place in line with requirements

Continuous Improvement
· To monitor and improve the quality of all aspects of employer, learner, team and wider College teams’ relationships, identifying and building on good practice

· To ensure adherence to College Policies, Procedures and Guidelines, using appropriate standard tracking, forms, communication methods etc.

· To review and develop processes operated to ensure efficient and effective use of time

· To support, input, encourage and promote a culture of continuous improvement and development through regular evaluation and review.

· To support and contribute towards the development / maintenance of quality systems in relation to industry benchmarks

· To ensure audit / Awarding body / inspection / funding criteria are adhered to and work with the Quality Team to review procedures, particularly following external visits or following the introduction of new development.

· To quality assure all recruitment / employment activities against KPIs

· To capture case study testimonials for PR and evidence of positive impact

Personal Effectiveness

· To be responsible for your own continuous professional development ensuring that your skills, knowledge and practice are current and future focused and that you stay abreast of key policy changes 
Team Management

· To support new staff induction.

· To ensure you and colleagues comply with statutory and contractual obligations regarding health and safety, equal opportunities and general working conditions etc.

· To identify improvements by sharing ideas and increasing knowledge / awareness across colleagues and the College to achieve excellence and meet industry standards.
· To support implementation of new processes and procedures to secure efficient and effective working practices

· To promptly attend all relevant team meetings etc.
· To edit, record and report information in a form useful to colleagues

· To maintain effective communication with staff in the College.  

Management Information/Reporting

· To implement, collate and analyse learner and apprentice recruitment information, including data gained from surveys, and producing reports for Management, the Employer Partner, Delivery, Curriculum and support Teams and the National Apprenticeship Service as required.  

· To ensure that reports are consistent and correct in line with internal and external procedures and guidelines

· To track and record achievement against KPIs ensuring the quality standards and performance measures applying to the department are adhered to and met
· To identify and take action on reports
· To generate reports for review in the Quality Improvement Plans (QIPs) and report on progress to date.

· To ensure quality standards are met to ensure the maintenance of high quality provision for learners and apprentices
· To maintain a record of comments received, to feedback to management as appropriate

· To undertake quality audits of appropriate and relevant documents and systems to track and monitor progress of all employer enquiries and of leaner and apprentice recruitment to ensure successful outcomes.

· To support the development of efficient and effective reporting systems
Flexibility

· To efficiently co-ordinate appointments and business needs, working flexibly (weekends and evenings) when required.

· To travel and stay in accommodation provided as and when required in line with the requirements of the programme.

· To attend management team meetings as and when required to do so, and represent Derby College at internal/external meetings or conferences if required.

· To identify and develop innovative ways of working to increase efficiency and effectiveness of the area.

· To attend meetings and conferences on and off site, as agreed by management and disseminate to other colleagues and College staff as necessary.
Additional Requirements (Specific to Area of Specialism)

· To ensure all communication is in a timely, efficient and effective manner  

· To provide input and support colleagues within identified area of specialism 

In carrying out your duties, ensuring that:

· You abide by all College policies, procedures and processes ensuring legal compliance to the College

· You are a role model for the College’s values, beliefs and behaviours

· You model the highest professional standards to staff, learners and apprentices in all aspects of this role, maintaining a visible presence around the College and leading by example.

· You commit to working in a cohesive, supportive and forward-thinking team of colleagues which shares an ambitious vision to secure an outstanding status for the College.

· You maintain up to date knowledge of Awarding Body and Legislative requirements and have a thorough knowledge of Health and Safety, Equality Opportunities and Diversity, Prevent, Safe-guarding, Self-Assessment Reports (SAR), LEP priorities, SFA, Ofsted, employer Quality Standards and Quality Assurance requirements and expectations

Duties Across College

· To provide a professional customer service to both internal and external customers.

· To demonstrate flexibility in responding to changing demands in personal, departmental or the College’s workload.
· To take responsibility for one’s own professional development and continually update as necessary.
· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health and Safety, Child Protection and Risk Management Policy and legislation in the performance of the duties of the post 

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.

	Competencies

Essentials
· Good knowledge of recruitment and apprenticeships recruitment selection good practice

· Knowledge of employment and Equal Opportunities legislation and best practice

· Must have good IT user/computer skills, literacy and numeracy

· Excellent organisational, time management, methodical, accuracy electronic filing and data organisation skills
· Excellent communication skills, both verbal and written, with both internal and external stakeholders at all levels

Good knowledge and working practice of interview techniques
· Sales and Negotiation Skills

· High level of interpersonal skills with strong customer orientated interpersonal skills
· Experience and understanding of coaching, mentoring, supporting and developing individuals’ skills.

· Ability to maintain a positive approach to challenging situations

· Ability to work to tight deadlines in a pressured environment and work towards stretch targets
· Ability to provide career information, advice and guidance

· Ability to work as an effective team member, to motivate and inspire others; to be open and responsive to others 
· To prioritise and make decisions be self-confident and tenacious
· To use initiative and be highly flexible/adaptable

· Good self-motivation with an ability to work independently 
· Knowledge of CRM system
· Clean Driving Licence and use of / own a car
Desirables
· Guidance of young people

· Ability to organise events / conferences

· Telesales / telemarketing experience

· Ability to work with ambiguity
· Understanding of the College environment, products and services
· Understanding of Employer Partnership processes and procedure

· Experience of working in a performance target driven environment
· Knowledge of Health and Safety Pre-Vets and Risk Assessments



	Qualifications

Essentials

· Level 3 in either Customer Service, IT, IAG, telesales / sales and / or Business Administration or willing to work towards
· Level 2 English
· Level 2 Maths
· Full driving licence
Desirables
· Level 2 ICT or equivalent
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