[image: image1.jpg]NORTHERN
SKILLS GROUP





Job Title:

Training Recruitment Consultant
Location: 
          
Regional with Middlesbrough Base
Responsible to:  
Regional Manager – Skills Development
Purpose of Job
To manage the needs of our employers and learners to provide quality tailored recruitment services.
Key Tasks
· Manage the learner and employer recruitment cycle

· Manage online and external web based learner application process.

· Register employer vacancies and develop a good understanding of what companies do, culture, market etc.

· Manage vacancies appropriately, advertising where necessary, using a wide range of media (e.g. Apprenticeship Vacancies website, Social Media, external job boards / websites, Northern Skills Group website)

· Ensure learners are briefed and debriefed during employer interviews and the whole recruitment life cycle.

· Source and shortlist suitable CVs in line with employer recruitment requests.

· Arrange interviews for the right learners with the right employers.

· Provide feedback to candidates on interview outcomes

· Maintain regular contact with employers and learners and provide feedback with progress.

· Process all candidates who secure a job to enable a swift sign up onto their apprenticeship.

· Manage employer and learner expectations during the recruitment process to ensure a fast, streamlined and productive result.

· Facilitate Assessment Centres when required, providing information, advice and guidance to prospective learners.

· To follow up employer enquiries and sales leads, explaining Northern Skills Group learner recruitment process, in the absence of Business Advisors.
· Promote learner prospectus with schools, colleges and other agencies in your geographical territory to increase learner referrals. 

· Organise and attend learner events, as and when necessary to increase learner referrals in your geographical territory. 

· Ensure all correspondence (letters, emails, etc) is dealt with, within agreed timescales.

· Ensure all documentation is processed, and records are updated accurately and timely.

· Secure repeat business through relationship building and aftercare services.

General

· Manage own time effectively in order to complete workload and ensure deadlines are met.

· Plan, schedule and evaluate own work.

· Adhere to Northern Skills Group policies and procedures.

Key Measurements 

· Turnaround time of apprenticeship vacancies.
· Maintain accurate employer and learner records on CRM.
· Vacancies identified / matched with learners.
· Learner and employer satisfaction rates.
· Learner volumes to contract.
· Compliance with KLP and Quality procedures.
Key Requirements

Qualifications / Experience
· A good standard of general education e.g. 5 GCSE’s (or equivalent) including English & Maths.
· Recruitment / Sales / Telesales experience preferred.
· Knowledge of apprenticeships – desirable.
· Knowledge of work based learning – desirable.
Skills

· Ability to plan, organise and prioritise workload.
· Well developed presentation skills. 
· Well developed interpersonal & communication skills.
· Create, maintain and promote good working relationships.
· Able to achieve deadlines and targets. 
· Strong customer service focus.
· Attention to detail.
· High level of self motivation and ability to work on own initiative.
Other

· Must be able to work flexible hours and across the business locations.
Contract Arrangements

Business Support Staff will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. Within your contract, the following salient features will apply:
	1.
	Contract type:


	Business Support

Part-time

Permanent.

	

	2.
	Working week:
	28 hours per week.

	3.
	Holidays:
	Part-time holiday entitlement - 24 days per annum plus bank / public holidays (pro rata). You will be required to use up to 13 working days of your holiday entitlement on days when the organisation’s activities are suspended in the interests of efficiency, pro rata to hours worked.

	4.
	Period of Notice:
	Two months.

	5.

6.

7.
	Salary Scale:

Life Assurance:

Healthcare:
	From £14,400 - £16,564 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 employee’s contribution rate is currently 5% of pensionable salary.  

	

	9.
10.
	Sickness:
Probationary/Development Review period:


	The sickness policy will apply (further information is available from the Human Resources Department on request).
6 months

	11.

	Disclosure & Barring Service Check

	From 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.
Part-time Training Recruitment Consultant – January 2020
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