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	Post Title
	Apprenticeship Co-ordinator

	JE Reference 
	W1028
	Grade 
	G
	SCP Range
	28-30


Reporting line:




Job Purpose:

To act as the first point of contact for the Council’s internal Apprenticeship Programme, to ensure it is effectively developed, implemented and evaluated.  The post holder will ensure the Council has plans in place to ensure apprenticeship recruitment targets are met through targeted marketing, communications and publicity.  Working with young people, recruiting managers and training providers to lead on all queries in relation to the internal Apprenticeship Scheme.
Relationships:

Accountable to:
Organisation and Workforce Development Manager
Accountable for: 
Apprentices
General Contacts:
The post holder will engage with young people, Secondary Schools, Colleges and Universities, Head Teachers, Career Leads, local employers/businesses, and training providers.  The post holder will liaise regularly with council officers at all levels, elected members and partners and external organisations.  
Key duties and responsibilities:

1. To lead on the planning, development, delivery and monitoring of the council’s internal apprenticeship programme, ensuring the smooth running of the programmes and developing the annual recruitment timetable to achieve the government public sector targets,
2. To act as the first point of contact for recruiting managers, training providers and apprentices, dealing with all queries in relation to the Apprenticeship Scheme and Apprentice Levy,
3. Liaising with managers to ensure apprenticeship placements are identified across all directorates and services,
4. Responsible for overseeing the Digital Apprenticeship System (DAS) including adding new apprentices and liaising with the procured training providers,
5. Production of reports for managers, Executive Management Team and Elected Members providing updates and statistical information on all matters relating to the internal Apprenticeship Scheme,
6. To be responsible for, and work with appropriate staff and teams internally to ensure the apprenticeship recruitment targets are achieved, through targeted marketing, communications and wide reaching publicity,
7. Working closely with internal teams to raise profile and ensure targeted groups are supported to apply for apprenticeship posts including supporting young people who are Not In Education Employment and Training (NEETS), Youth Employment Initiative (YEI), Children In Our Care (CIOC) and Young People Work Experience Scheme,
8. To act at all times as an Apprenticeship Ambassador, ensuring on-going development, designing and promotion of Apprenticeship scheme,
9. Co-ordinate marketing and use of social media to promote the Councils internal apprenticeship programme,
10. To ensure that mentor programmes are in place for all apprentices,
11. Actively working with the Children in Our Care Team to deliver the Councils Apprenticeship Pledge for the young people in our care,
12. Main point of contact for all training providers, ensuring that apprenticeship training is identified, and appropriate providers procured,
13. Exploring with managers how the apprenticeship levy can be used to upskill our existing workforce, providing information to managers on the options available for higher apprenticeship courses with our local training providers,
14. Ensure robust reporting processes in place for tracking retention, achievement and success rates in apprenticeship programmes, as well as monitoring and evaluating the scheme,
15. Ensure that annual returns for the organisation are submitted to the ESFA, confirming the organisation’s compliance with public body duty, ensuring responses are at all times accurate,
16. Ensure the Council is kept up to date on all government legislation in relation to Apprenticeships and use of funding arrangements and any changes to policy are implemented as required.
General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post

2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives

7. To ensure the highest standards of customer care are met at all times

8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers

9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
Last Updated: January 2026


Author: Vikki Smith 
	POST TITLE
	GRADE

	Apprenticeship Co-ordinator
	G


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Experience of employment law, recruitment processes and HR practices
· Working with number of external partners, colleges, schools and training providers

· Experience of delivering training
	· Working with young people

	A, I

	SKILLS AND ABILITIES
	· Excellent verbal communicator with the ability to influence and persuade decision makers 
· IT literate in all the Microsoft office packages and the ability to develop new skills and abilities in other IT packages

· Prepare and deliver presentations to number of various/wide audiences
· Good planning and organisational skills
· Written skills with the ability to produce clear and concise documentation
· Self-motivated and proactive ability to work on own and to tight deadlines
	
	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Degree or equivalent relevant professional qualification
· Evidence of competence in IT (ICT / ECDL Level 2 or equivalent)

· Significant knowledge of HR policies and procedures

· Knowledge of legislation in relation to Apprenticeships


	· Teaching / Training qualification 

	A, C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours

· Commitment to own continuous personal and professional development

· Strong team player, committed to an ethos of continuous improvement

· Full driving licence 
	
	A, I, C 

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users
	· Evidence of having completed training in equality and diversity awareness
	A, I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A, I 


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
Job Description & Person Specification
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