


	Job Title: Apprentice Progress Coach 
Reporting to : Head of Rolls Royce Academy
Base: Rolls Royce Learning and Development Centre 

	Hours 37 hours per week, 52 weeks a year
Contract Type Support
Holidays: 20 days per year subject to service increases (5 days increase after 5 years); plus 6 College closure days per year where applicable and 8 statutory days
Salary: £26,174 per annum

	Job Purpose
To be responsible for a specified group of Apprentices working in liaison with the Apprentice, Instructors/Assessors/Lecturers/Rolls Royce ADLs and Employer to ensure timely reviews (within every 8 weeks)  and monitoring performance against set KPIs for each individual Apprentice throughout their programme.  

	Behaviours
· Inspire, motivate and raise Apprentices aspirations through their passion for the sector 
· Operate at all times to ethical and legal standards and within professional boundaries 
· Model and encourage mutual respect, displaying a deep understanding of equality and diversity, Prevent, British Values and Safeguarding with and between Apprentices, Colleagues and appropriate agencies. 
· Be resilient and adaptable when dealing with challenge and change, maintaining focus and self-control 
· Value the importance of Maths, English, and ICT skills in the Apprentices’ future economic and social well-being 
· Pro-active, independent, and self-motivated to ensure the very best success of all Apprentices. 
· Targeted, accurate, attentive, quality and procedurally driven.

	Key Responsibilities 

· Manage a caseload of candidates in training programmes by conducting reviews every 8 weeks with all relevant parties (Apprentice, RR ADL, Employer, Instructors, Assessors, Lecturers) to ensure a comprehensive review covers:
· Progression against programme requirements, ensuring target grades are met or action plans are in place.
· Clear dates for gateway and EPA assessments.
· Support needs interventions and their impact on apprentices.
· Application and impact of RPL.
· Expected completion dates.
· Exam/assignment results against target grades.
· Details of exam/assignment failures, resit dates, and support plans.
· SMART targets for timely achievement and appropriate stretch.
· Validation of understanding of Equality and Diversity, Safeguarding and Prevent, British Values ,Health and Safety and Placement feedback
· Liaise with employers to co-ordinate the links between on-off-the-job training, provide regular information on candidate progress, attendance and achievement and monitor the quality of programme delivery through course review and the development of self-assessment reports. 
· Ensure that any additional learning support needs have been identified on individual learning plans, training programmes agreed, and progression or SMART target are monitored on a regular basis.
· To ensure that Functional Skills has been delivered where required in the work placement. 
· To ensure progress reviews take place as appropriate using e-portfolio. 
· To ensure reviews take place a min of every 8 weeks and are purposeful to Employers, Apprentices and DCG to ensure a clear plan of action is in place which is timely for each learner and allows completion with agreed target dates. 
· Liaise with DCG staff to maintain Apprentices’ progress and targets in relation to retention, attainment, completion of courses or Apprenticeship frameworks / standards. 
· To ensure fully compliant and comprehensive candidate tracking at all times regarding progress and status of Apprentices is current and up to date, and in line with pre-determined progress targets.
· To support, assist and ensure Apprentice track / record validated evidence of Off-The-Job.

	Person Specification 

	Competencies 

Essential 
· Able to reflect on own practice to systematically develop and improve
· Able to communicate effectively at all levels
· High level of interpersonal skills
· Able to use initiative and be highly flexible/adaptable
· Highly self motivated and able to motivate/inspire confidence in others
· Basic IT user/computer skills


	Knowledge and Experience 

Essential

· Knowledge of the following:

Regulatory and Compliance:
Prevent, Equality, Diversity, British Values, Safeguarding
Reporting concerns
Information management

Learner Support:
Inspiring and challenging learners
Extra support
Strategies to inspire and raise concerns
Student well-being
Listening, assertiveness, questioning

Assessment and Feedback:
Assessing needs
Giving feedback
Quality and safety in assessment
Quality check

Skills and Development:
Up-to-date IAG sources
Maths and English in vocational skills
Technology for independence
Staying current in the field
Improving coaching

• Recent experience/occupational competence in Education / Apprenticeships

Desirable
· Thorough and proven knowledge of occupational standards/assessment strategy in the relevant sector
· Knowledge of Apprenticeship programmes for both Frameworks and Standards


	Qualifications 

Essential
· Full driving licence and transport
· Level 2 English – or willing to work towards
· Level 2 Maths – or willing to work towards
· Information, Advice and Guidance at Level 3 or willing to work towards
Desirable
· English and Maths at Level 2 or above 
· Health and Safety/First Aid 
· ICT at Level 2




Job Description – Apprentice Progress Coach – May 2025
image1.png




