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DERBY college




	Apprenticeship Recruitment Executive
Reporting to Manager – Apprenticeship Recruitment

	Hours                                37 hours per week, 52 weeks per year
Contract Type                  Support

Holidays                           20 per year subject to service increases

Salary                               £20,580 per annum 

	Job Purpose
To ensure effective professional and efficient recruitment and progression of Apprentices, facilitate the destination of full-time students into full time, part time, sessional and seasonal work by working with the Hub Team and Employers to recruit and match Students and Apprentices into employment. 

	Key Responsibilities
.

· Work closely with the Hub Team to efficiently promote the apprenticeship vacancy in a chosen time scale

· Work effectively within the Hubs to generate full time, part time, sessional and seasonal work for full time Students

· To assist in organising regular recruitment job fairs to promote the recruitment service vacancies and matching service

· To work closely with Employer and BDC to ensure the recruitment process enables Employers to recruit an apprentice cost effectively

· Work with the Work Experience Team to ensure full time students are fully aware of the employment opportunities within DCG recruitment
· Participate in awareness raising events for DCG recruitment services and vacancies 
· Work with the HUB team to raise awareness of DCG 

· To manage the (apprenticeship recruitment tool) daily ensuring the BDC, Applicants and Employers are updated on a daily basis

· Ensure all applicants are invited for an interview in a timely manner and professional manner 
· Provide a professional pre-screening and interview for appropriate applicants ensuring a high level of IAG is given to all applicants in a timely manner

· To discuss all screening results with each individual applicant. 
· Where applicants are not successful ensure they receive feedback and are placed in the candidate pool or sign posted to the appropriate support or service. 

· Support Employers to organise employer interviews providing information gathered from pre-screening and interview to help employers make an informed decision

· To input learner information on to the DCG CRM system.

· To attend relevant team meetings with appropriate reports.
· To use and produce progress reports to provide information for the Hub team and BDC 
· Take part in induction sessions for students and prospective Apprentices.
· To grow the bank of Employers within the Hub with the Hub team to offer full time, part time and sessional employment for full time students 

· Work within the Hub team to manage positive destinations for full time Students 

· Work with the Hub team to manage the progression of Apprentices 

· Ensure the customer service team complete the post-employment survey by identifying the students who progress into and Apprenticeship or those Apprentices who progress to the next level 
· To provide a professional customer service to both internal and external customers.

· To attend promotional events to market DCG Apprenticeships programmes internally and externally.

· To give young people robust information advice and guidance 
· Supply statistical information about Apprenticeship applicants. 

· To liaise with schools, careers and employment service as and when required.

· Liaise with the BDC regarding successful applicants ensuring a smooth transition into employment in a timely manner as agreed with the Employer and apprenticeship delivery team 
· Work in collaboration with the customer service team to ensure applicant and employer recruitment surveys are completed in a timely manner 
· collate and analyse apprenticeship recruitment surveys producing monthly reports for the Hub team 
· To ensure that quality standards are set, monitored and reviewed within the Hub.

· To demonstrate flexibility in responding to changing demands in personal, sectional or the College’s workload.

· To take responsibility for ones own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.



	Competencies

Essentials

· Ability to communicate effectively at all levels

· Excellent organisational skills

· A high level of interpersonal skills

· IT application skills – spreadsheets, databases and word processes

· Self-motivated
· Customer service to external clients
· Administration experience
· Interview techniques
· Ability to organise events / conferences
Desirables

· Guidance and counselling of young people


	Knowledge

Essentials

· Knowledge of apprenticeships
· Recruitment and selection good practice

· Knowledge of employment and Equal Opportunities legislation and best practice

· Interview techniques
· IAG
· Health and Safety
· College’s products and services
· Business Development processes and procedures
Desirables



	Qualifications

Essentials

· Level 2 IT qualification or equivalent 

· NVQ Level 3 in Administration or Customer Service 
· Level 3 IAG or working towards 
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