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Bedford College Professional Services



Job Title:
Apprenticeship Recruitment Adviser
Reports to:  Head of Sales Support
Overall Responsibilities:
· To support the Business Development department to successfully achieve the objectives and targets set for apprenticeship recruitment.

· To ensure effective and efficient delivery of apprenticeship recruitment service, whilst achieving set objectives and targets.
· To promote the service to internal and external students to enable them to access the service.
Main Duties:

1. To support the Business Development department to successfully achieve the objectives and targets set for apprenticeship recruitment.

· Developing a thorough knowledge of the College apprenticeship offer

· Advertising apprenticeship vacancies to potential apprentices through a wide range of mechanisms

· Actively promoting hard-to-fill vacancies to generate interest and applications

· Liaising closely with employers to organise interviews and provide feedback to candidates

· Liaising closely with Business Development Account Managers to keep them up-to-date on the progress of matching applicants to vacancies
· Updating the college CRM system with all activities in a timely manner

· Building strong relationships with key staff and departments across the College to ensure an effective two-way flow of information and co-ordination of activities
· Providing regular reports on performance.

· Ensuring the service delivers a high level of customer service and exceeds customer expectations whilst adhering to the College’s customer service standards and processes.
· Follow the appropriate processes and procedures and adhering to all SLA’s
2. To ensure effective and efficient delivery of apprenticeship recruitment service, whilst achieving set objectives and targets.

· Managing vacancy advertisements through a range of channels, including the College website and social media platforms, Apprenticeship Service website, and internal and external stakeholders.

· Managing the application process using the College’s CRM system, including screening applicants and inviting apprenticeship applicants to complete assessments.

· Managing the assessment process for apprenticeship applicants, including overseeing English and maths assessments, conducting interviews, ensuring that assessment criteria has been met and directing applicants to other destination opportunities where appropriate.

· Build up a pool of ‘job ready’ candidates to match to vacancies to achieve set targets for number of apprenticeships filled.

· Carrying out recruitment activities on behalf of large employers as required, such as assessment centres and interviews.

· Liaising with the Business Development Account Manager’s to ensure that applicants meet employer requirements, and providing employers with shortlists of candidates and keeping them up-to-date on shortlisting, interviews and successful applicant.

· Developing and implementing a contact plan to ensure regular contact with applicants throughout the process.

· Providing impartial information, advice and guidance to prospective applicants, signposting to other College teams and external providers, where appropriate

3. To promote the service to internal and external students to enable them to access the service.

· Work with the School Engagement Executive to help manage relationships with local schools to ensure that apprenticeships are understood and promoted to their students, including participating in events, talks and workshops. 

· Representing the College at internal and external events to promote apprenticeships, such as the College’s Open Days, National Apprenticeship Show, National Apprenticeship Week and external exhibitions.

· Working alongside the College’s careers team to help develop students job search skills, including CVs, applications and preparation for interviews.

· Organising and attending presentations and events to the College students to give them an insight into apprenticeships.

4. To work effectively as a member of the Directorate.

5. To undertake any other duties as appropriate assigned by the Head of Sales Support or Director of Business Development.

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.

· Training and development:
To participate proactively in training and development including qualification development required in the job role.

PERSON SPECIFICATION

Job Title: Apprenticeship Recruitment Adviser
	
	Essential
	Desirable

	Qualifications/ Training
	· GCSE Maths and English (grades A* to C) or equivalent

· Educated to Level 3 or equivalent.


	· IAG Level 4 qualification 

· Evidence of CPD

· Safeguarding training

· Equality and diversity training

· ECDL or ITQ Level 2 or equivalent

	Knowledge/ Experience
	· Good knowledge of the recruitment process from both a candidate and recruiter perspective.

· Demonstrable track record of meeting targets and deadlines.

· Experience of working in a customer focused environment and exceeding customer expectations.

· An understanding of the principles and legislation relating to equality and diversity and how these apply to recruitment.

· Knowledge of apprenticeships
	· Experience of working with young people
· Experience of providing advice and guidance

· Knowledge of the further education environment
· Experience of using a CRM system

· Experience of successfully resourcing candidates to vacancies face to face / over the telephone

	Skills/Abilities
	· Excellent networking skills, both within an organisation and externally.

· Ability to communicate effectively with a wide range of stakeholders, including students, college staff and the general public.

· Good organisational skills, with the ability to establish effective systems and procedures and work under pressure.

· Ability to work collaboratively with others 

· Highly self-motivated and enthusiastic with a confident and outgoing approach

· Ability to make a positive contribution to the team, valuing and respecting others’ expertise and contribution
· Good IT skills.
	

	Special Requirements
	· Flexibility to work outside normal working hours

· Capacity to travel independently to the College’s sites and business meetings.

· Willingness to continually update skills and knowledge

· Willingness to adapt and promote a professional business standard dress code

· Responsibility for promoting and safeguarding the welfare of children, young people and vulnerable adults and for raising any concerns

· Ability to form and maintain appropriate relationships and personal boundaries with children, young people and vulnerable adults

· Awareness of health and safety requirements relevant to the job
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