	Apprenticeship Team Manager – Engineering & Manufacturing
Reporting to: Operations Manager
Base: Rolls-Royce Learning & Development Centre

	Hours                               37 hours per week, 52 weeks per year
Contract Type                 Management                   
Salary                              £38,000 per annum

	Job Purpose

To manage the delivery of engineering and manufacturing apprenticeship provision at DCG including line management of delivery staff and day to day operational support to apprentices, staff and employer stakeholders.  


	Key Responsibilities

Staff

· Support the implementation and project management of employer contracts ensuring this is based on market need and drives effective partnerships with employers in order to meet their current and future skills needs

· Provide clear communication and adaptive management of progress and emerging issues ensuring effective skills solutions are established and lasting relations maintained
· Management of relationships with key stakeholders (internal and external)
· Demonstrate high levels of professional practice, inspiring, motivating and influencing your team and providing knowledgeable and innovative leadership
· Manage the recruitment, induction, development and performance management of your team ensuring that individuals are engaged, high performers 
· Manage and develop your team to deliver efficient and high-quality apprenticeship and employer facing programmes
· Manage and work collaboratively with your Team / Contracted Employer Partnership staff and those in support roles, to ensure that the learner has a good learning experience and makes a successful transition
· Ensure that the Team provide regular support and guidance to learners and provide detailed written feedback on progress to the learner and line manager at every visit.
· To develop and manage effective training, assessment, monitoring and feedback planning for the sector.

· To manage and monitor your Team’s caseload and other KPIs on a monthly basis.
· To monitor the completion and quality of performance across programmes including ensuring your Team provide regular support and guidance to learners and provide detailed written feedback on progress to the learner and line manager at every visit.
· To manage and work collaboratively with your Team and those in support roles, to ensure efficient cohesive teamwork to achieve national, local and College KPIs etc.

· To inspire your Team to identify improvements by sharing ideas and increasing their knowledge / awareness of cross College strategies to achieve teaching and learning excellence and meet industry standards.

· To manage, establish and maintain effective leadership and communication with your team, the Contracted Employer Partnerships and the College’s associated organisations to manage, and be ultimately responsible, for the resolution of employer and learner issues and concerns

Learners

· To manage the quality of delivery to learners ensuring that learning and assessment is outstanding and learners are retained, attend, achieve and progress

· To manage and monitor the training, assessment and completion of learners and support/carryout as / when required
· To obtain feedback from learners throughout the cycle of their learning journey
· To manage the safeguarding of learners and promoting their welfare. 
· To manage and maintain a clear vision, purpose and high expectations focused on learner’s achievements.

· To manage your Team to meet the role of trainer, assessor and internal verifier in accordance with A1 and V1 / TAQA standards respectively and occupational assessment strategy.

Curriculum
· To manage and work collaboratively with your Team / Contracted Employer Partnership Teams, Curriculum and staff from other areas of the College, and those in support roles, to ensure that all workshop/skills-based training offered meets the latest industry standard and contribute to the collation / production of Curriculum planning

· To manage the development of the delivery methodology to meet the needs of learners, employers and LEP priorities, adopting an innovative, research-based approach
· To manage your Team to develop and produce effective assessment, monitoring and feedback planning across all Employer partnership contracts and monitor the completion and quality of performance across the programmes.
· To ensure audit / Awarding body / inspection / funding criteria are adhered to and work with the Improvement Team to review procedures, particularly following external visits or following the introduction of new development.
Data Management

· Manage the reporting and analysis of accurate and timely data using agreed college data reporting and tracking systems; and the maintenance of appropriate records and documents ensuring they are up to date and accurate
· Manage the reporting mechanisms to ensure Employer Partnership key personnel are kept informed of delivery, progress changes and impact.

· To manage the collation of information for quality performance reviews, completing the relevant PMR documentation and provide evidence review findings

· To be responsible that quality standards are adhered to, monitored and reviewed in line with the SAR

· To monitor IS and take action on reports where required, including responding to employer feedback

· To support and contribute towards the development / maintenance of quality systems in relation to industry benchmarks

· To manage your Team to ensure they are kept up to date with new contracts, developments/changes and ensure audit / Awarding body / inspection / funding criteria are adhered to.  In addition to manage relevant visits of internal and external auditors

· To monitor and ensure the provision of accurate and timely programme and learner data to central support services and the consistent and correct application of College enrolment and exam procedures

People Management

· Manage a team and co-ordinate their work in accordance with priorities; responsible for the recruitment, induction, development and performance management of team members ensuring that individuals are engaged, high performers

Resource Management.
· To manage planning and utilisation of resources required for your area including the people, physical space, equipment and materials required by the area.

Financial Management.
· To be responsible for operating within agreed budgets and financial targets in compliance with financial and procurement systems, policies and procedures, achieving value for money and control of expenditure.

Health, Safety and Environmental Management.
· To manage the risks within your area of responsibility and ensuring that all persons within your area of control are provided with appropriate information, instruction, training and supervision so as not to compromise their health, safety or well-being or impact on the environment.
· To ensure you and your Team comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

Continuous Improvement
· To be responsible for monitoring and improving the quality of all aspects of the provision in your area, identifying and building on good practice within your team and across Contracts
· To manage and monitor your Team’s adherence to College Apprenticeship Procedures and Guidelines, using appropriate standard tracking, forms, communication methods etc.

· To manage, encourage and promote a culture of continuous improvement and development through regular evaluation and review, and ensure that high quality programmes are monitored, evaluated and improved by deploying quality improvement processes such as assessment, teaching and learning observations, self-assessment and performance monitoring, including the maintenance of appropriate records, documents and performance indicators.
· To support in the development of new programmes, adopting an innovative, research-based approach linked to scholarly activity and continuous professional development
Personal Effectiveness

· To be responsible for your own continuous professional development ensuring that your skills, knowledge and practice including pedagogic leadership are current and future focused and that you stay abreast of key policy changes 

.

Management Information/Reporting

· To provide regular verbal/electronic reports to immediate manager and other relevant parties aligned to the employer partnership contracts, where applicable.

· Identify and take action on reports where required including responding to customer feedback.
· To ensure you and your Team’s effective use of College systems and technology including proactively embracing use of IT and digital technology

· To undertake quality audits of appropriate and relevant documents and systems to track and monitor progress of all leaners to ensure successful outcomes.

· To undertake monthly reviews of Quality Improvement Plans (QIPs) and report on progress to date.

· To ensure the quality standards and performance measures applying to the department are in line with the Quality Cycle.
Additional Requirements (Specific to Area of Specialism)

· To monitor employer and industry competence needs within your area of responsibility and to ensure that the required skills and knowledge are covered within the curriculum and Apprenticeship training offered.
· To monitor on and off the job training to ensure that the required skills and knowledge are covered to keep employers informed of progress.

· To complete all required admin weekly/monthly and submit to appropriate person by agreed timescales.
In carrying out your duties, ensuring that:
· You abide by all College policies, procedures and processes ensuring legal compliance to the College
· You are a role model for the College’s values, beliefs and behaviours
· Model the highest professional standards to staff and learners in all aspects of this role, maintaining a visible presence around the College and leading by example.
· Be committed to working in a cohesive, supportive and forward-thinking team of colleagues which shares an ambitious vision to secure an outstanding status for the College.

Duties Across College
· To provide a professional customer service to both internal and external customers.

· 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 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
· In-depth understanding of employers’ and sectors’ skills needs and priorities

· Knowledge of market analysis, customer analysis and competitor analysis

· Good understanding of the ESFA funding methodology

· Awareness of the Apprenticeship reforms.

· Managing teams / projects
· Experience of Project managing employer contracts

· Evidence of responding positively and rapidly to changing environments/situations
· Must have basic IT user/computer skills

· Excellent organisational and communication skills at all levels
· Excellent personal/professional presentation

· High level of interpersonal skills

· Ability to manage time effectively

· Able to work as an effective team member

· To prioritise and make decisions

· To use initiative and be highly flexible/adaptable

· Highly self-motivated and able to motivate/inspire confidence in others
· Proven track record of achieving targets
Desirables
· Management of external contracts

· Teaching experience

· Training / assessment experience.
· Relevant industry experience


	Qualifications
Essentials
· Management Qualification or willingness to work towards
· Assessor and Internal Verification awards (TDLB D32, D33 and D34 / A1 V1 / TAQA

· Teaching qualification or willingness to work towards
· Level 2 English
· Level 2 Maths
Desirables

· Level 2 ICT or equivalent
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