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	Apprenticeship Officer
SALARY GRADE: HBC7
	Halton Borough Council 
Email: resourcing@halton.gov.uk


	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – keeping great service delivery at the heart of everything we do
· Personal Growth – learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive role models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service
· Membership of our Defined Benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your Personal Development 
· Free Car Parking at HBC sites 
· Flexible / Hybrid working arrangements 
· Extensive employee benefits platform including discounted shopping, car leasing, gym memberships, wellbeing hub and Employee Assistance Programme. 

For further information about all the benefits we offer, please click HERE.


	About the Job 

	This is a pivotal role within our Organisational Development and Performance Team, which brings with it the opportunity to actively lead on a coordinated strategic approach to the development and delivery of a corporate early careers programme. The post holder will work collaboratively with managers and external partners to maximize the Council’s apprenticeship investment opportunities, and in addition, will manage the effective utilisation of the Apprenticeship Levy, ensuring appropriate measures are in place to meet corporate objectives and targets.

The post holder will report directly to the Organisational Development and Performance Service Manager supporting the development and delivery of the Council’s OD strategy and associated plans, including the apprenticeships strategy, with an emphasis on improved customer focus, developing services’ capacity, and transforming and maximising performance.

More specific responsibilities include: 
· Working collaboratively with HR teams to provide guidance and support on a wide range of activities including delivery of apprenticeship qualifications, recruitment and retention of apprentices, and coaching managers on creating an inclusive workforce.
· Managing the procurement of training, including commissioning and evaluating apprenticeships to ensure the delivery of high quality and effective training programmes.
· Increasing the awareness of apprenticeships within the Council by identifying appropriate apprenticeship opportunities to maximise spend against the Levy and drive apprenticeship starts.
· Ensuring that knowledge of apprenticeship standards, levy policy and funding rules are maintained, responding to queries on apprenticeships to a range of stakeholders.
· Reviewing and assessing established working practices, acting as an advocate for change, and developing appropriate plans to enhance any performance improvements identified.
· Coordinating requests and sourcing placements for work experience, internships and other work based learning programmes and providing advice and guidance to managers on best practice.
· Maintaining the Digital Account System (DAS) and learner tracker systems, enabling excellent learner progression and service delivery, and monitoring and preparing performance and financial information.
· Undertaking other duties and responsibilities which may be assigned from time to time, commensurate with the level of the role.


	About You

	For this role, you must either be educated to degree level or demonstrate relevant experience in a similar role, as well as possessing a level 5 coaching award (or a willingness to work towards).

In addition, you will have:
· Experience of working with apprenticeships, supporting change management initiatives and delivering workforce projects to facilitate change, using interventions to facilitate and implement attainment of priorities. 
· An in-depth understanding of apprenticeship legislation, policies, guidance, procedures and best practice.
· Knowledge of recruitment practice and legislation, project management techniques, procurement process and best practices for people management, including performance management.
· Confidence working with senior management, advising on complex issues and supporting design and implementation of strategy and policy frameworks.
· A positive, pro-active approach and commitment to continuous improvement, with the ability to translate strategic vision into apprenticeship interventions.
· Excellent communication skills to build positive relationships and facilitate and work collaboratively, coaching and training managers to solve problems.
· Excellent organisational and analytical skills, and the ability to demonstrate a commercial and business acumen.
As this role involves regular travel across the borough and sometimes further afield, a driving license and access to a vehicle are essential requirements.  Where appropriate, reasonable adjustments will be made in accordance with the provisions of the Equality Act.

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment. 
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