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Job Description
Directorate/Department: 
Business Development 





 
Title of Job:



Business Account Manager
Responsible to:

Head of Apprenticeships and Employment
Responsible for:

Monitoring Officers
Key Purpose:

The United Colleges Group has a strong track record in the recruitment and delivery of 
training to Apprentices.   Apprenticeships are considered a funding priority and to ensure a 
full service is provided for both Employers and candidates alike, the facilitation and coordination of apprenticeship provision from a quality and auditable aspect is required for successful outcomes.
Conditions of Service:
As set out in the UCG Support Staff Contract

Grade:



POE Spine 35
Location:


Willesden and Paddington Green Campuses
	MAIN DUTIES AND RESPONSIBILITIES 
1. To manage the client relationship for Apprenticeship Employers through regular communication, meetings, emails and phone calls
2. Support employers with reserving funding on the Apprenticeship Service
3. Communicating to clients clearly and addressing their concerns and resolving any conflicts that arise

4. Raising clients’ business concerns and needs to the Apprenticeship Management Team

5. To keep up to date with current funding guidelines.
6. Engage with SME’s and large employers to carry out a training needs analysis (TNA) that will identify Apprenticeship and skills training opportunities and training needs.

7. Support the management of the on boarding process with the Apprentices and employers including undertaking skills scans, completing the training plan and negotiate the funding price for the programme with the employer

8.  Ensure total negotiated price of the apprenticeship programme is recorded on the 
  Apprenticeship Service and all relevant documentation 
9. Respond to Employer and Apprentice queries in a timely manner.
10. Feedback initial assessment results and confirm Apprentice start details. 

11. Negotiate Employer Contribution – non-levy.

12. Discuss and agree College delivery with Employers
13. Management of apprentice pastoral support including Attendance, Disciplinary issues

14.  Ensure Employers receive timely updates on apprentice’s performance and where required implement intervention strategies with the employer and Curriculum Managers to support the apprentice get back on track

15. Support the performance management of all Apprenticeship provision including compliance, monitoring, assessments and audit and data outcomes both overall and timely.
16. Support the management and monitoring of all quality systems and standards in relation to Apprenticeship provision.
17. Liaise and coordinate with Curriculum Leads to oversee quality checks and monitoring processes of all Apprenticeship enrolments, assessments and achievements.
18. Support the management and oversight of all systems and processes related to Apprenticeships provision to ensure they are effective, accurate and timely
19. Support the development and coordination of effective plans to ensure Curriculum, partners and subcontractors meet or exceed the performance, compliance and quality assurance requirements of the College and/or funding bodies
20. Work with Head of Apprenticeships to support the development, coordination and management of a College wide Apprenticeship Steering Group to identify areas of growth and that effective working practices lead to the successful delivery of the college’s apprenticeship targets.
21. Manage a key account approach with employers, partners and all external stakeholders to ensure they are appropriately supported throughout our engagement with them.

22. To work with the Business Development Management Team to manage the development of the College’s Employer Engagement strategy to ensure effective delivery of ESFA, ESF or other contracts or projects and that they meet the needs of local businesses and funding agencies.
23. To work with Head of Apprenticeships to fully utilise college systems. To undertake supervisory responsibility of assigned staff to ensure they work to key performance indicators and undertake annual individual performance reviews.



Additional essential responsibilities:

1.
To undertake any training relevant to the efficient delivery of any of the above duties and to take responsibility for the post holders own professional development.

2.
To undertake any such other, broadly analogous task as the Principal or their delegate may from time to time determine, or the demands of the College may require.

3.
To carry out the above duties at all times with the College’s Equal Opportunities, Health and Safety, No Smoking and Quality Management Policies.

4.
To carry out his/her duties and responsibilities at all times with due regard to the College’s Safeguarding, Equal Opportunities, Health & Safety, No Smoking and Quality Management Policies.

Special Conditions

1.
The nature of this post means that the post holder may need to travel from time to time to all the College centres and to other external venues

2.
The post holder will be contracted to work for a defined number of hours per week but it is a requirement of this post that the holder will flex these hours to reasonably meet external needs which may include working evenings and weekends.

3.
This post falls within the scope of the regulations requiring a Disclosure & Barring Service (DBS) check.

This job description is current at the date of issue. As and when the work of the College develops or changes so the areas of responsibility may be subject to change, and the job description will be reviewed. Such changes will, in the first instance, be made in consultation with the post holder. 

	Business Accounts Manager

Person Specification & Short listing criteria

Minimum requirements of the post, with an indication of how these are to be assessed.

	1
	Education/Qualifications
	Essential
	

	1.1
	NVQ Level 4, 5 or Degree or equivalent in management, business studies or related qualifications
	(
	

	1.2
	English, maths (or a numerate subject) and ICT qualifications to at least GCSE A* - C (Level 2) or equivalent
	(
	

	2
	Experience/Knowledge
	
	

	2.1
	2 years Account Management experience of effective Accounts Management of employers
	(
	

	2.2
	Experience of Managing and improving quality in apprenticeship provision
	(
	

	2.3
	Experience of successfully delivering income and recruitment target for apprenticeship provision
	(
	

	2.4
	Experience of managing a case load of apprentices through the learner journey with successful outcomes
	(
	

	2.5
	Experience of forging B2B relationships with all types of business and employers 
	(
	

	2.6
	Experience of working with Managers and Curriculum Teams to ensure the successful apprenticeship journey 
	(
	

	2.7
	Knowledge of Apprenticeship funding procedures and audit requirements
	(
	

	3
	Skills/Abilities
	
	

	3.1
	Excellent communication skills and ability to convey and explain concepts in straightforward language
	(
	

	3.2
	IT literate with excellent EXCEL skills and related systems and processes
	(
	

	3.3
	Ability to plan, organise and work under pressure in a complex environment.
	(
	

	3.4
	Proven ability to understand and analyse a range of information including financial and numerical data and produce reports to senior managers 
	(
	

	
	Ability to lead and work as part of a team
	(
	

	3.5
	Good organisational and administrative skills
	(
	

	3.6
	Able to maintain standards and good management of apprentices, employers and working relationships with curriculum teams. 
	(
	

	4
	Qualities/Genuine Occupational Requirements
	
	

	4.1
	Enthusiastic and able to inspire students and clients


	(
	

	4.2
	Prepared to participate in new developments and contribute professional advice
	(
	

	4.3
	To have an understanding of, and commitment to

Equal Opportunities in   practice.


	(
	

	4.4
	In addition to candidates ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including: 

· Motivation to work with children and young people;   

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people;   

· Emotional resilience in working with challenging behaviours; 

· Attitudes to use of authority and maintaining  discipline;
	(
	

	Evidence of criteria will be established from:    AF - Application form, IV - interview, Test - skills test / prepare question / presentation
  Cert - certificate checked by interview panel


BDEV 2019

