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JOB DESCRIPTION

	JOB TITLE
	Apprenticeships Manager

	
	

	CAMPUS:
	Walford (base) but requiring presence at all campuses as appropriate

	
	

	RESPONSIBLE TO:
	Assistant Principal - Curriculum

	
	

	RESPONSIBLE FOR:
	Management of  Work Based Learning

	
	

	SALARY:
	TBC


MAIN PURPOSE OF POST:


To manage a team of work based assessors to ensure high levels of success and bring about growth in apprenticeships. The post holder will be expected to manage the delivery and achievements within Work Based Learning to include Apprenticeships, Non Apprenticeships, and Bespoke Training.
MAIN DUTIES AND RESPONSIBILITIES TO INCLUDE:-

1. Provide overall effective leadership and management to the Work Based Learning team
2. Develop and maintain a culture of effective communication within the Department. 
3. Operational management of Work Based Learning reporting to the Assistant Principal – Curriculum
4. Maintain knowledge of Apprenticeship Levy and implement in line with appropriate stipulations to ensure College compliance.
5. Oversee management of contracts with employers ensuring that that they are fit for purpose and are Apprenticeship Levy compliant.
6. Management of budgets, ensuring value for money and appropriate use of funds to maximise revenue.
7. Direct Line Management of all Work Based Assessors.  This will include ensuring timely and overall success rates are above Minimum Levels of Performance and national averages.
8. To take a lead role in order to meet recruitment targets for WBL apprenticeships and non-WBL apprenticeships; liaise closely with the Business Development Manager to raise college awareness and develop costed delivery for employers. 

9. In liaison with the Assistant Principal - Curriculum agree key performance indicators and work towards achieving these, including the setting of appropriate milestones.
10. To develop a strategy that facilitates an increase in recruitment in work based learning and meets strategic priorities.
11. To develop and implement clear supportive systems and procedures from the start of the learners journey to the end.  This would embrace IAG, interview, enrolment, learner files, certification plus the role of Functional Skills
12. Oversee recruitment planning in relation to assessor caseloads.  
13. Raise the profile of the college in the local business community through attendance of various networking events.
14. To manage assessors ensuring continuity of assessment and visit schedules are maintained.

15. Liaise with the Quality Manager in carrying out Internal Quality Assurance processes (learning walks, lesson observations) and preparation for external inspection activity.
16. To chair appropriate internal and external meetings.

17. Carry out Annual Performance Management of relevant staff.
18. Produce an annual Self-Assessment Report and Quality Improvement Plan.
19. Participate in and deliver Continuous Professional Development.
20. Oversee and monitor assessors in the preparation of sector subject level annual course reviews

21. Contribute to Internal Audit Processes to ensure compliance with ESFA regulations and best practice for Ofsted.

22. Contribute to the design and implementation of the management of learners’ journeys to ensure above benchmark performance in timely achievement.

23. Liaise with the Curriculum Manager for maths and English, Assessors, plus the exams department to ensure timely entry of examinations, tracking of results and certification.
24. Oversee compliance with the completion of all documentation within Workplace Learning ensuring clear procedures are in place and they are communicated effectively.
25. Liaise with awarding bodies to ensure that all specifications are current.

26. Manage the use of Smart Assessor to:

i. Promote and develop the use of E-learning in all programmes,

ii. Promote and develop the use of E-Assessment in all programmes.

iii. Ensure achievement of timely success rates

27. Ensure that all HASPS are completed by relevant deadlines and then kept up to date.

28. Undertaking any other appropriate duties related to the post as requested by your Line Manager.

The post-holder is expected to act at all times in manner that encourages equality of opportunity for all Students, Staff and Visitors to the College and also to adhere to their responsibilities as required to ensure a safe and healthy environment in which to work and study.  Further details on both these issues can be found in the College Equal Opportunities Policy and Health and Safety Policy which are widely available including in College resource centres and on the College intranet.

A Disclosure check with the Disclosure and Barring Service (DBS) may be a requirement of employment.  Please note that a record of a conviction may not automatically prevent a candidate from receiving an unconditional offer of employment.

PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS 
	Possession of, or a commitment to work towards:

· A1 Award

· V1 Award

Possession of, or commitment to work towards a relevant level 4 qualification


	· Management  qualification

	EXPERIENCE
	· Experience of working in a training environment
· Experience of delivering high quality Workplace Learning
· Experience of co-ordinating successful Apprentice and non-Apprentice workplace learning programmes
· Experience of E-Assessment (operational and monitoring activity)
· Experience of E-Learning (planning and delivery)
· Experience of Quality Assurance and the achievement of outstanding results (timely and overall success rates)
· Experience of engaging with employers

· Experience of apprenticeship recruitment
	· Experience of managing a sales function
· Experience of liaising with all levels of an organisation


	ABILITIES, SKILLS AND COMPETENCIES
	· The ability to effectively manage a diverse team.
· The ability to identify opportunities for growth.

· To grow enrolments within Workplace Learning
· Excellent IT skills (ability to work with a range of software)
· Knowledge of the Ofsted Common Inspection Framework 2012 and its impact on Workplace Learning
· Excellent administration and organisational skills.
· Excellent communication skills
· Knowledge of Skills Funding Agency contracts and funding.

· Ability to work under pressure and to tight deadlines.


	


