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Job Title:
Training Coordinator – Carpentry
Reports to:
Construction  Group Training Manager
Overall Responsibilities

· To complete in depth, effective & accurate initial assessment of all learners on caseload and review progress against this initial assessment throughout the programme. 
· To co-ordinate all aspects of the apprenticeship journey from end to end in the plumbing sector. Including, but not limited to, induction, delivery, assessment of progress and deployment of integrated programmes of competence-based training
· To provide coaching and mentoring support to learners to ensure the successful and timely completion of their apprenticeship standard/framework
· To assess learners performance and progress against the awarding body’s standards
· To co-ordinate the internal verification process, implementing and maintaining the College policies and procedures
· To be responsible for developing and co-ordinating specific training programmes
· To assist the Group Training Manager in a range of activities that will contribute to improving curriculum development and excellence

Main Duties

1. To work as an effective member of the apprenticeship team ensuring that learners are appropriately inducted, trained, assessed and supported through their learning programme to be successful on their apprenticeship.
2. To ensure that quality and purposeful initial assessments take place with every learner within the agreed SLA’s prior to the commencement of their programme
3. To lead the induction process for learners to ensure a high quality initial experience, clarity of information given and all required evidence is collated.

4. To stay abreast of the apprenticeship funding rules and ensure that all evidence required in relation to the funding rules is stored centrally using our electronic e-portfolio system

5. To provide effective coaching and mentoring to all apprentices which supports the development of their knowledge, skills and behaviours in line with their programme.
6. To conduct regular assessment and review visits in the workplace, to monitor learner progress and ensure that they’re developing their K,S,B’s through the setting of SMART targets.

7. To deliver effective training based on current sector practices, knowledge and qualifications and support learners to build a portfolio of evidence to demonstrate their competence against the relevant knowledge, skills and behaviours.

8. To work with delivery teams to develop bespoke courses that meet employer needs, and ensure the training plan is accurate, up to date and personalised to each learners programme

9. To give robust, qualitative feedback to learners on the assessments and evidence they provide as well as their progress against the knowledge, skills & behaviours of the standard.

10. To monitor Health and Safety practices in the apprentices workplace and feedback any concerns to the Health & Safety manager and ensure appropriate actions are taken with the employer.
11. To ensure the validity, authenticity, range and sufficiency of evidence produced by learners for their qualification against the relevant framework or standard. Maintain accurate and verifiable learner assessment and achievement records in line with Bedford College and awarding body quality procedures.

12. To ensure that records are maintained for each learner to evidence enrolment, attendance, contact and achievement and to meet audit requirements.

13. To liaise with employers to organise assessment visits or reviews and provide regular feedback on the progress their apprentices are making.
14. In partnership with Business Development, promote the range of apprenticeship and commercial courses to employers and pass any eads onto the account manager.
15. To actively participate in and lead as appropriate the Internal Quality Assurance process and standardisation activities and to prepare evidence for inspection by the External Quality Assurer and meet with them or lead the visit as required.
16. To actively engage in the team, sharing good practice, continuing professional development (CPD) and contribution to development of delivery and the curriculum offer.
17. To know the funding attracted by apprenticeship programmes and any associated fees and costs.
18. To follow appropriate disciplinary procedures for non-attendance at any part of the programme.
19. To liaise effectively with Student Services and Additional Support teams to ensure that all learners receive appropriate support.
20. To undertake any other associated duties as assigned from time to time by the Group Training Manager.
Statutory duties: 
Safeguarding 
To be responsible for promoting and safeguarding the welfare of children, young people and vulnerable adults and for raising any concerns in line with College procedures. 
Equality and Diversity: 
To be responsible for promoting equality and diversity in line with College procedures. 

Health and Safety: 
To be responsible for following health and safety requirements in line with College policy and procedures. 
Data Protection

To be responsible for following data protection and confidentiality requirements in line with College policy and procedures
Training and development: 
To participate proactively in training and development including qualification development required in the job role. 

PERSON SPECIFICATION

Job Title: Training Coordinator – Construction 
	
	Essential
	Desirable

	Education & Qualifications
	· Good all round level of education to include Maths and English to 

· GCSE (Grade A – C) or equivalent level (level 2)

· A1 Assessor qualification or Training, Assessment and Quality Assurance (TAQA) Award
· Level 3 in the relevant sector area

	· PTLLS qualification
· V1 Assessor Award
· Level 4 or above in the relevant sector area 

· Coaching/mentoring
· Management qual

	Knowledge/ Experience
	· Knowledge of recent developments in training, assessing and verifying
· Knowledge & understanding of standards associated to the role
· Knowledge of work based learning (WBL) frameworks/relevant course criteria

· Knowledge of the Education Inspection Framework (EIF)
· Recent relevant commercial or industrial experience within the occupational area

· Experience of training and assessing competence based programmes

· Experience of co-ordinating competence based programmes

· Experience of liaising with work based providers/employers 

· Demonstrable knowledge of Equality and Diversity


	· Understanding of Child and Vulnerable Adult protection (Safeguarding Agenda) and the willingness to increase knowledge
· In depth knowledge of the apprenticeship funding rules

· Experience of managing individuals or a team


	Skills/Abilities
	· The ability to engage and motivate learners to ensure timely and successful completion of qualifications

· Ability to use own initiative and work proactively to achieve results
· The ability to manage own caseload and diary to ensure learners are seen on a regular basis in line with Education Skills Funding Agency ESFA & college guidelines

· Strong administration and coordination skills to ensure all learner records are in accordance with audit requirements and apprenticeships are coordinated successfully
· The skills and ability to communicate effectively with learners, employers and other stakeholders to ensure excellent customer satisfaction.

· The ability to identify potential new business opportunities and feed back to the Business Development team and School

· Flexible approach to ensure demanding targets are met


	

	Special Requirements


	· Ability to travel across a geographical area 
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