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Job Description
Directorate/Department: Business Development





 
Title of Job:


  Apprentice Monitoring Officer


Responsible to:

  Business Account Manager
Key Purpose:

To be responsible for the oversight, tracking and monitoring of a caseload of specified employers and apprenticeship learners from sectors serviced by the College. To ensure effective recruitment, enrolment of apprentices, and meet learner and College targets for successful and timely completion of their apprenticeship programme. 

Grade:



Scale 5 Spine Point 19 - 22 
Location:


Any UCG campus
	MAIN DUTIES AND RESPONSIBILITIES 



1. To act as the key point of contact and liaison for specified employers and apprentice learners within Business Development Department.

2. To ensure employers are fully committed and able to provide relevant work, training and supervision to meet apprenticeship programme requirements.

3. Create and maintain all essential documentation to the required standard prior to commencement of the programme.

4. Facilitate the recruitment and enrolment of apprentice sign up, ensuring an organised, effective and responsive service to all stake holders.
5. Undertake robust tracking and monitoring of all apprenticeship attendance and on programme  performance for all framework/standard components to ensure progress and achievement is fully met and timely 
6. Liaise and work directly with Faculty staff – tutors and Assessors – and meet regularly to ensure attendance, on programme performance and successful achievement is fully met
7. To provide regular progress feedback, including details of concerns, to employers and agree appropriate actions to address concerns
8. Follow up late payments on employer contributions

9. Monitor the Digital Account to ensure employers have reserved funding for their apprentices
10. Apply for apprenticeship completion certification to ensure timely achievement 

11. Provide outstanding pastoral care to support apprentices during the period of their apprenticeship and implement early intervention strategies for apprentices at risk, providing additional expert advice and support to maximise apprenticeship retention and timely success

12. Participate in regular meetings to ensure progress, quality and support is maintained 
13. Ensure all apprentice vacancies are marketed through local and national mediums
14. To co-ordinate and participate in events, evenings and promotional activities as required 
15. Ensure exit interview for all learners and strongly encourage progression opportunities
16. To deal with enquiries from employers and applicants in person, via telephone email and online applications.
17. To ensure Training Agreements are filled correctly and uploaded on ProSolution software.

18. Provide support for events, including preparing mail and email lists, producing name tags, recording RSVPs, providing guest lists and host recognition.

19. Ensure office is organised and orderly. 

20. Produce spreadsheets on apprenticeship data

21. Provide support to Senior Accounts Executive and Head of Apprenticeships on populating Training Agreements.

22. Supply occasional help to Employer Engagement Manager

23. To keep up-to-date with FE and college administrative issues and changes to the curriculum, especially in relation to Apprenticeship and Employment and Skills Activities.

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. 

	Person Specification & Short listing criteria – Apprenticeship Monitoring Officer
Minimum requirements of the post, with an indication of how these are to be assessed.

	1
	Education/Qualifications
	Essential
	Desirable

	1.1
	Level 3 or above general qualifications and/or training
	(
	

	1.2
	Minimum of Level 2 English and Math
	(
	

	2
	Experience/Knowledge
	
	

	2.1
	Experience of administrative systems and processes
	(
	

	2.2
	Experience of effective caseload management of external stakeholders
	(
	

	2.3
	Experience and knowledge of FE and Skills training data input and management for learner enrolment and records
	(
	

	2.4
	Experience of robust tracking and monitoring for all apprenticeship activity 
	(
	

	2.5
	Evidence of achieving and exceeding targets 
	(
	

	2.6
	Knowledge and understanding of new Apprenticeship delivery models and related funding and compliance
	(
	

	3
	Skills/Abilities
	
	

	3.1
	Excellent communication skills, both verbal and written and ability to convey and explain concepts in straightforward language
	(
	

	3.2
	Excellent organisational and administrative skills
	(
	

	3.3
	Ability to establish productive and supportive working relationships with apprentices, employers and colleagues
	(
	

	3.4
	To be able to achieve the accreditation necessary to become an assessor/verifier.
	
	(

	3.5
	Proficient IT Skills across a range of software packages
	(
	

	4
	Personal Qualities
	
	

	4.1
	Commitment to and enthusiasm for delivering an excellent service
	(
	

	4.2
	Great team working skills 
	(
	

	4.3
	Purposeful and focused approach to tasks
	(
	

	5
	Qualities/Genuine Occupational Requirements
	
	

	5.1
	To have an understanding of, and commitment to Equal Opportunities in   practice.
	(
	

	5.2
	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
	(
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