 

    


JOB DESCRIPTION


	Job Title:         
	Apprenticeship Engagement Co-ordinator


	Job Purpose:
	Lead the engagement with employers and recruit learners for our apprenticeship and pre-apprenticeship programmes


	Reports to:          
	Head of Marketing

	
	


Key Responsibilities: 

· Develop effective working relationships with a range of employers for the recruitment of apprentices, both already employed with the employer and through developing apprenticeship vacancies to hire people into the vacancy;
· Engage with a range of employers for the development of work experience vacancies and potential progression opportunities for pre-apprenticeship programmes;
· Support employers in advertising vacancies and registration with the Apprenticeship Service;
· Ensure employer funding is reserved on the Apprenticeship Service;
· Assess employer environments to ensure compliance with health & safety, safeguarding, programme and funding requirements;
· Engage with target employed and unemployed young people and adults for relevant learning programmes;
· Undertake effective and efficient initial assessment of learner applicants, providing effective information, advice and guidance;
· Recruit and match appropriate applicants, of the required volumes onto apprenticeship vacancies;
· Recruit employed learners of the required volumes onto apprenticeship programmes; 
· Maintain learner and employer records within manual and electronic management information systems, generating reports, data and statistics to support programme management and evaluation;
· Support the development and distribution of marketing materials to support employer engagement;
· Attend events, (early morning, during the day and late evening), for young people, adults and employers to aid recruitment and awareness of the organisation; 
· Associate all learners to relevant work experience placements, ensuring the needs of learners and employers are met, for pre-apprenticeship programmes, within required timeframes;
· Liaise with external partner organisations to support programme delivery and learner engagement, achievement and progression;
· Deal with external queries, providing effective customer service;
· Maintain up to date knowledge of relevant funding requirements;
· Operate information technology effectively, including Microsoft Office;
· Ensure that your correspondence from the organisation is of the required standard and tone.

These duties and responsibilities form the main part of this Job Description, however, the employer reserves the right to vary and/or change some or all of the above to meet the needs of the organisation.
The post holder will:

· Follow organisational Equality & Diversity, Health & Safety and Safeguarding Policies and Procedures, adopting a personal responsibility to ensure their own health and safety and that of their colleague’s and learners;
· Follow all organisational policies and procedures and contribute to their review and development;
· Correctly complete all required documentation, in line with organisational requirements to meet internal and external audit requirements;
· Be committed to their own personal development including, where appropriate, undertaking the required CPD to maintain professional status.

Key Objectives: 

· Recruitment of target number of learners to apprenticeship and pre-apprenticeship programmes to ensure contract and funding opportunities are maximised; 
· Engagement with employers to ensure sufficient work experience placements are generated and learners are correctly placed for the pre-apprenticeship programme, within required timeframes;
· Engagement with employers to develop opportunities for their existing staff to apprenticeships, and recruitment of new apprenticeship vacancies;
· Achievement of targets in relation to learner starts on programme;

Person Profile:

Qualifications

Level 4 Information Advice and Guidance qualification, or willing to work towards;
GCSE English Grade C, GCSE Maths Grade C or equivalent qualifications.   

Experience, Knowledge and Skills

· Experience of sales, ideally within a retail or B2B environment;
· Experience of effective engagement with employers and learners;
· Experience of successfully achieving targets, together with the ability to prioritise workload, meet deadlines, take responsibility, use initiative and be proactive, incorporating flexibility when required;
· Excellent literacy and numeracy skills;
· Excellent oral and written communication skills, to produce internal and external reports;
· Excellent organisational skills;
· Excellent presentation skills, including use of PowerPoint;
· Knowledge of information technology, including Microsoft Office;
· Full Driving Licence and use of own vehicle essential;
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