





Job Description

(This is a description of the job as it is as present constituted. It may be necessary, from time to time, to update job descriptions to ensure that they relate to the job as then being performed. Therefore, management reserve the right to make changes to your job description, commensurate with your grade/level in the organisation, after consultation with you).
	Post Title:
	Apprenticeship Recruitment and Engagement Officer

	Post Reference:
	

	Reports to
	Head of Business Development

	Department
	Business Development

	Grade
	SCP019 - SCP022

	Contract
	Full Time Permanent

	Location
	Ashington or Bede Campus (Depending on applicant preference) travel between campuses will be required



ROLE PURPOSE

	· •
	Effectively and pro-actively engage with external stakeholders including schools, community groups, government bodies and business networks to grow and maximise upon apprenticeship applicant referrals

	· •
	Represent the college group at engagement events including College Open Events, Taster Events, Jobs and Career Fairs, school learner engagement and any such suitable events

	· •
	To develop innovative event and engagement experiences to promote the college apprenticeships amongst its students and wide range of client groups

	· •
	Work alongside the rest of the Business Development Team, providing an end-to-end candidate management service: interview applicants, creating shortlists, checking applicant compliance, ensuring the candidate bank is up to date and accurate, arranging and attending apprenticeship awareness sessions across all college campuses.

	· 
· •
	
Liaising with businesses regarding apprenticeship vacancies where required.

	· •
	Provide excellent advice and guidance to apprenticeship applicants, ensuring applicants are fully aware of their responsibilities when enrolling onto an apprenticeship and sign posting individuals to alternative education provision where suitable.

	· •
	Responding in a timely manner to any internal or external enquiries.

	· •
	Work flexibly to support the wider team’s business development campaigns and activities,
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	· 
	including – where necessary - engaging with employers

	· •
	Work to stretching targets for apprenticeship recruitment

	· •
	Work closely with the college group’s Marketing and Engagement Team, Careers Advice and Guidance Team and all curriculum areas

	· 
	To collect data from potential learners and partners, using the college’s CRM systems and use the information for follow-up communications and reporting
Work directly with employers to support them to fill their apprenticeship vacancies

	· •
	Regularly report to the Head of Business Development

	· •
	To undertake any other duties as may be deemed to be commensurate with the grade of the position


KEY ACCOUNTABILITIES
	
	· To work at any of the College sites on a temporary or indefinite basis

	
	· To undertake such duties as are reasonably allocated, appropriate to the grade of the post

	
	· Comply with College Policies and Procedures and the Staff Code of Conduct which can be accessed via internal platform

	
	· To take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults

	
	· To uphold British Values, the college values and responsibilities with regard to equality and diversity

	
	· To understand and adhere to college Health and Safety polices and guidelines ensuring compliance with statutory legislation

	
	· To invigilate during examinations if and when requested.
· Comply with all appropriate policies and complete mandatory training timely.
· Take appropriate measures to ensure the confidentiality, availability and integrity of group data and systems.
· Report any suspected (or actual) phishing data breaches, or unusual activities.
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