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‘To provide education and skills that enhance the region’s economic and social prosperity’

	
	

	Post Holder
	

	Job Title
	Apprenticeship Improvement Manager
(Cross Organisation)

	Responsible to
	Deputy Principal / Deputy Chief Executive 



Key Strategic Objectives 
· To assist in raising apprenticeship standards across the organisation and ensuring continuous improvement.
· To use management information to proactively identify areas for improvement and to implement appropriate improvement strategies where necessary. 
· To work closely with departments to ensure the timely and successful delivery of a range of apprenticeship programmes across various sectors.
· To actively contribute to the delivery of outstanding Teaching, Learning and Assessment on apprenticeship programmes.
· To be actively involved in the attainment of objectives contained within the organisation’s Strategic Plan.

· To comply with the Organisation’s Health & Safety and Equality & Diversity Policies and Procedures.
· To hold and actively demonstrate the organisation’s Core Values in all that you do.
· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself….

· Take Pride……

· To commit to the organisation’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the organisation.

Specifically, the post holder's responsibilities will be as follows:

1. To ensure practices and procedures are standardised across the organisation’s apprenticeship provision and that best practice is shared and embedded.

2. To work with departments to implement performance improvement processes and strategies to achieve and exceed measurable targets.

3. To work with apprenticeship delivery teams to ensure any courses in the underperformance cycle are monitored and that strategies to improve these areas are implemented effectively. 

4. To ensure that all policies and procedures applicable to apprenticeship delivery are consistently followed by teams across the organisation.

5. To provide staff training to ensure new developments are consistently embedded and understood. 

6. To liaise with the Quality Team and relevant Associate Director of Quality, to ensure apprenticeship training provision and assessment meets the standards in line with Ofsted and ESFA guidelines.

7. To monitor apprentice attendance, engagement and achievement, including achievement of End Point Assessment and grades achieved. Implement improvement strategies where falling below target.

8. To ensure that any area of apprenticeship provision where performance declines in year is placed in the ‘at risk’ process. To work with the delivery team to ensure the provision is monitored and supported towards improvement.

9. To analyse a range of quantitative and qualitative data to evaluate the success of interventions and processes and report valid and reliable outcomes.

10. To provide monthly management reports highlighting the level of compliance and any risks to apprenticeship performance.

11. To participate in monthly departmental apprenticeship quality assurance meetings to monitor the progress individuals are making on their programme and to implement and monitor improvement strategies where necessary.

12. To carry out lesson / assessment walk throughs (on and off the job) and observations of the review process to establish good practice that can be shared, and identify areas that require further improvement.

13. To ensure that periodic reviews carried out to monitor apprentices’ progress are high quality, that they include SMART targets and have employer input. 

14. To work with the Quality Team to ensure that Smart Assessor is up to date and contains high quality content. 

15. To assist in the Department Review process, including the observation of teaching and learning and resulting action plans and staff development.

16. To work with department teams, to be responsive to apprentice and employer feedback and to act quickly to implement improvement strategies where necessary. 

17. To ensure that the academic and pastoral support apprentices receive is of high quality. 

18. To ensure that apprentices are developing their knowledge, skills and behaviours whilst on programme and that there is robust evidence to support this. 

19. To promote Safeguarding, Community Values and the PREVENT agenda, to ensure apprentices and delivery teams are confident in articulating their understanding of the impact of these agendas in both life and work.

20. To develop and maintain trusted and effective working relationships with a cross section of internal and external stakeholders.

21. To carry out the duties of Investigating Officer as and when required.

22. To actively show a commitment to the Departmental Strategic Objectives.

23. To show an active commitment to the organisation's Equality and Diversity Policy, oQuality Frameworks and Health & Safety Procedures.

24. To actively participate in Continuous Professional Development, including the introduction of new technologies, to allow you to contribute effectively to the success of the organisation.

25. To chair and contribute to meetings where applicable. 

26. The post holder may be required to undertake such other duties as may be reasonable required and in addition to the main tasks identified above.

27. Within the limitation set out in the contract of employment, working hours are flexible and can be subject to variation depending upon curriculum needs. 

28. This Job Description is current at the date shown below and in consultation with you and your Trade Union Representative (if applicable), it is liable to variation to reflect or anticipate changes in, or to, the organisation’s environment.
Signed  __________________________________        Date  ______________________

Person Specification 

	Category
	Ref
	Criteria Description
	Method of 

Assessment

	1. Skills and Abilities



	Essential
	1.1
	Excellent organisational and time management skills.
	Application/Interview

	
	1.2
	Ability to lead and motivate staff through periods of change.
	

	
	1.3
	High level of IT competency.
	

	
	1.4
	Report writing skills.
	

	
	1.5
	Accuracy and attention to detail of data.
	

	
	1.6
	Ability to analyse data and management information and implement improvement strategies.
	

	
	1.7
	Proven ability to manage with clarity and purpose.
	

	
	1.8
	Outstanding communication skills and ability to take people with you. 
	

	
	1.9
	Ability to collaborate effectively with other agencies, both internal and external.
	

	2. Qualifications and Training



	Essential
	2.1
	Degree or equivalent qualification.
	Application/Verification of original certificates

	
	2.2
	Qualified teacher and/or assessor with substantial and successful teaching and/or assessing experience.
	

	
	2.3
	Grade C or above in Maths and English (or equivalent).
	

	
	2.4
	Proven CPD.
	

	
	2.5
	A commitment to undertake any mandatory training relevant to the role.
	

	Desirable
	2.6
	Management qualification.
	


	Category
	Ref
	Criteria Description
	Method of 

Assessment

	3. Attitude/Disposition



	Essential
	3.1
	Vision, creativity and optimism.
	Application/Interview/

References

	
	3.2
	Commitment to excellence.
	

	4. Knowledge



	Essential
	4.1
	Sound knowledge of Apprenticeships and Levy guidelines.
	Application/Interview

	
	4.2
	Good knowledge of Standards and End Point Assessment.
	

	
	4.3
	In-depth knowledge of apprenticeships from start to End Point Assessment. 
	

	
	4.4
	Knowledge of current issues facing the sector, in particular apprenticeships.
	

	
	4.5
	Sound knowledge of quality assurance in the FE sector, in particular apprenticeships.
	

	5. Experience



	Essential
	5.1
	Experience of quality assurance in delivering apprenticeships.
	Application/Interview

	
	5.2
	Experience of successfully delivering high quality outcomes on apprenticeship provision.
	

	
	5.3
	Proven experience of working with apprenticeship procedures and processes.
	

	
	5.4
	Experience of implementing change to drive improvements. 
	

	
	5.5
	Experience of using IT systems such as Smart Assessor, ProAchieve, and ProSolution.
	

	
	5.6
	Proven track record of innovation.
	

	Desirable
	5.7
	Experience of Ofsted inspections.
	


Contract Arrangements

Staff will be engaged under a Contract of Employment determined by Northern Skills Group Business Support Contract Guidelines. The following salient features will apply:

	1.
	Contract type
	Business Support, Full-time, Permanent

	

	2.
	Working week
	37 hours per week.

	

	3.
	Holiday
	Colleagues are entitled to 25 days (FTE) annual leave plus statutory holidays.  Annual leave is a service related entitlement, which will increase as below and come into effect from the 1st January following the anniversary date. (holiday year 1 January - 31 December)
· 5 years’ service   26 days

· 10 years’ service 28 days

· 15 years’ service 30 days.

	

	4.
	Period of Notice
	Three months

	

	5.

6.

7.
	Salary 

Life Assurance

Healthcare


	£38,154 - £40,364 per annum

Non-contributory Life Assurance Scheme.  

Non-contributory Healthcare Scheme.


	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, the current contribution rate is 5% of pensionable salary. 

	

	9.
	Sickness
	The Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	10.

11.
	Probationary Period

Disclosure & Barring Service Check
	6 months

From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40.


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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