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Job Description
Directorate/Division: 
Business Development: Apprenticeship Team




 
Title of Job:


Industry Skills Reviewer 


Responsible to:

Curriculum Manager for Apprenticeships
Key Purpose:
To be responsible for a specified group of apprentices working in liaison with the Apprentice Assessors, Tutors, Support Staff and Employers to ensure timely reviews and monitoring performance of learners through their apprenticeship
Grade:



SO1
Location:


Across Sites
	MAIN DUTIES AND RESPONSIBILITIES 



1. Manage a caseload of apprentices by monitoring attendance, progression, achievement and completion, organising pastoral support as required and by working with all parties involved in the training programme to resolve any issues that may affect successful completion of programmes 

2. Ensure that all apprentices within caseload have a review at least every 12 weeks but preferably every 10 weeks

3. Ensure that both apprentice and employer are present for each review

4. At any given time ensure that all apprentices have their next review booked and scheduled in diaries with both apprentice and employer and recorded on college systems

5. Ensure that all review paperwork is recorded and uploaded to college systems in a timely manner

6. Ensure that reviews cover all the required points as per our induction and assessor process documentation – namely SMART targets, review of off the job logs (OTJ), wrap around support and distance travelled against apprenticeship training plan

7. Liaise with apprentices’ tutors between review meetings to ensure consistency and transparency of information

8. Support apprentices in the preparation for End Point Assessment (EPA) by ensuring that their OTJ logs are of sufficient quantity and quality to allow completion paperwork to be processed without delay

9. To ensure initial health and safety vetting and then regular monitoring of all employer premises takes place to ensure that they provide a safe working environment for candidates in accordance with Health and Safety requirements.  

10. Ensure learner induction takes place for new starts. 

11. Ensure the gathering of evidence is appropriate to the relevant Standard or Framework
12. To ensure that Functional Skills (FS) has been delivered 

13. Participate with end point assessment preparation to ensure full understanding of the process 
14. To ensure fully compliant and comprehensive candidate tracking at all times regarding progress and status of learners is current and up to date, and in line with pre-determined progress target

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

	1
	Education/Qualifications
	Essential
	Desirable

	1.1
	GCSE Grade 4/C English and maths or equivalent Level 2
	(
	

	1.2
	Customer Service or similar qualification at Level 2
	
	(

	2
	Experience/Knowledge
	
	

	2.1
	Experience and knowledge of apprenticeship delivery models and related funding compliance
	(
	

	2.2
	Experience of working with work-based providers/employers 
	(
	

	2.3
	Knowledge of Ofsted
	(
	

	3
	Skills/Abilities
	
	

	3.1
	Excellent standard of written and oral communication skills
	(
	

	3.2
	Ability to maintain positive relationships with a wide range of stakeholders
	(
	

	3.3
	Excellent interpersonal skills and the ability to work as part of a large team
	(
	

	3.4
	Demonstrable understanding of the importance and need for maintaining confidentiality in certain areas of the work
	(
	

	3.5
	Good organisational and administrative skills
	(
	

	3.6
	Able to maintain standards and good management of learning situations
	(
	

	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;
	(
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