
____________________________________________________________________
MOULTON COLLEGE – JOB DESCRIPTION

____________________________________________________________________
Job Title:
Head of Apprenticeships & Employer Engagement 
Department:

Apprenticeships


Hours:
37.5 hours per week. Weekend and evening working may be required when business needs demand.
Responsible to:
Director of Apprenticeships
Reports:

Apprenticeship Team

Salary / Scale:
Competitive dependent on skills and experience
Date of Issue:
June, 2022 
Organisation Chart: 
______________________________________________________________________

1.0 Aims and Purpose of the Post
1.1 Implementation of Apprenticeship and Employer Engagement strategy, taking the lead on key employer engagement, coordinating across the college to drive new apprenticeship starts.  

1.2 To develop new provision and then ensure academic standards, reputation and the currency of the Apprenticeship provision at Moulton.

1.3 Ensure timely completion, income generation, diversification of programmes and increase in numbers within Apprenticeships.

1.4 To ensure that quality assurance in the relevant subject areas are operated according to validation/approval body regulations and guidance.

1.5 Understanding industry and local employer training requirements to ensure Moulton College can develop and deliver against these needs.  
1.6 To support Head of School’s in the provision of an excellent student experience for students in the relevant subject areas.
2.0 Specific Responsibilities

2.1 Lead on communications to relevant employers and prospective employers to achieve agreed targets, leading to an ongoing supply of appropriate and sustainable apprenticeships.

2.2 To provide support in the preparation of timely assessments and grades, meeting examination board compliance.

2.3 To take the lead on the validation of new courses including the preparation of relevant documents, organisation of any validation events, nomination of panel members, and to ensure that all subsequent conditions and recommendations are met and reported.

2.4 To be involved with preparation for and attendance at overall external reviews of the College’s Apprenticeship provision by external and regulatory bodies.

2.5 Lead monthly subject level apprenticeship review meetings to ensure that apprentices are on track for timely completion and to handle any communication back to employers.  
2.6
To keep detailed employer records and to report on activities, achievements against targets 
and highlight issues/opportunities.  

2.7
To focus on delivering a high quality, timely service to employers and to take on board and 
amend activities where feedback from employers shows this needs to be done e.g. 
employer satisfaction monitoring.   

2.8
To act as the lead on any sub-contracted, partnership apprenticeship provision, ensuring 
robust contracts are in place and that the provision is managed effectively with timely and 
successful completion of frameworks the priority.   

2.9
To participate in the recruitment of students through attendance at external events and 
College arranged recruitment and open days, ensuring students are placed on the right 
programmes.

2.10
To promote and adhere to the College’s Safeguarding Policies and Procedures.

2.11
To promote and adhere to the College’s Health & Safety Policies and Procedures.

2.12
To manage student conduct in accordance with College policies.
2.13
Promote the welfare of young people and vulnerable groups in all aspects of College life 
and to ensure safeguarding arrangements are adhered to at all times. 
2.14
The active promotion of and commitment to best practice in equality, diversity & inclusion. 
2.15
Contribute and demonstrate fully and at all times the positive promotion and role modelling 
of the College core values, generic competencies and professional behaviours expected of 
all staff employed by Moulton College.
2.16
Undertake any other duties as required by the Director of Apprenticeships and as may be 
reasonably expected commensurate with the post. This may include either the temporary or 
permanent re-deployment to an equivalent grade of post within the organisation.

This job specification represents the major tasks to be carried out by the post holder and identifies the level of responsibility at which the post holder will be required to work.   In the interests of effective working the major tasks may be reviewed from time to time to reflect the changing needs and circumstances.  Such reviews and any subsequent changes will be carried out in consultation with the post holder.  All members of staff are appointed to the College as a whole and may reasonably be asked to undertake similar or related duties in an operational area or faculty other than that to which they were originally appointed.
Core Benefits;

Teachers Pension Scheme



Health Cash Plan (subject to conditions)

43 days holiday (inc bank/public holidays)**

10% discount on College courses

On-site Gym





Free on site parking

Subsidised catering




Cycle to Work Scheme (subject to conditions)
(** = pro rata for part time)
I confirm my acceptance of the role as outlined above and agree to apply myself fully to the responsibilities of the post.

Signed (Employee);………………………………

Date;………………………………

	POSITIVELY PROMOTING EQUALITY, DIVERSITY & INCLUSION



	Person Specification -  Head of Apprenticeships & Employer Engagement 



	
	Essential
	Desirable

	Qualifications
	
	

	Educated to degree level or equivalent professional  experience
	x
	

	Level 7 post graduate qualification in Construction or related subject.
	
	X

	Teaching qualification
	
	X

	Relevant subject post graduate qualification or equivalent professional qualification
	x
	

	PhD in relevant subject
	
	x

	Experience & knowledge
	
	

	Experience in organisation and planning of apprenticeship education
	x
	

	Experience of Further and Higher Education
	x
	

	Line management experience
	X
	

	Ability/ Skills
	
	

	Ability to interpret awarding body regulations for students
	x
	

	Ability to contribute to external reviews of university-level provision
	x
	

	Ability to represent the College at meetings with awarding bodies and their representatives
	x
	

	Ability to present effectively information and respond to questions from students, colleagues and awarding bodies
	x
	

	Ability to solve practical problems and deal with a variety of variations in situations
	x
	

	Organisational, administrative and excellent (project) and (process) management skills
	
	x

	Able to maintain total confidentiality 
	x
	

	High level interpersonal communication skills
	
	x

	Organisational, administrative and excellent report writing
	
	x

	Ability to manage under performance effectively
	X
	

	Personal Attributes
	
	

	Evidence of ability to learn successfully from past experience to improve future performance
	x
	

	Experience of delivering innovative technological and process change
	
	x

	Evidence of ability to improve customer satisfaction
	x
	

	Experience of changing workplace culture and norms
	
	X

	Safeguarding 
	
	

	Satisfactory enhanced DBS disclosure 
	X
	

	Displays awareness, understanding and commitment to the protection and safeguarding of children and young vulnerable adults. 
	X
	

	Commitment to policies on child protection, health and safety, confidentiality, student behaviour / discipline and equal opportunities
	X
	


NOTE;

All candidates will be asked for proof of their eligibility to work in the UK during the interview and selection process. Tier 2 Certificates of Sponsorship are restricted by the UK Visas and Immigration Service and the position advertised above is unlikely to qualify for sponsorship. We are therefore unable to consider applications from candidates requiring Tier 2 immigration status to work in the UK at this time. For further information please visit the UK Visas and Immigration Service Website.
Director of Apprenticeships





Head Apprenticeships & Employer Engagement 
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