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JOB DESCRIPTION
This job description does not form part of the employee’s contract of employment but is provided for guidance. The precise duties and responsibilities of any job may be expected to change over time. Job holders should be consulted over any proposed changes to this job description before implementation.


JOB TITLE:		Apprenticeships Administrator 
REPORTS TO:	Apprenticeships Co-ordinator 
DEPARTMENT:	Apprenticeships Team, Business Engagement and Graduate Futures Directorate 
GRADE:			NG3

[bookmark: _Hlk500845646]PURPOSE:		
The Apprenticeships Administrator will provide outstanding administrative support to the University’s apprenticeships team, helping to ensure all apprentices and their employers receive an excellent customer experience. This is an important role through which the team can be confident of continuing to build its reputation as a provider of excellent apprenticeship programmes.
The post holder will be expected to work within the Department for Work and Pensions (DWP) rules, ensuring all apprentice data and documentation is kept up to date and clearly evidenced and to support the University’s preparations for an Ofsted inspection. The post holder will be required to develop and maintain proficient use of apprenticeship platforms and other University systems required to deliver apprenticeships.

PRINCIPAL ACCOUNTABILITIES:	

1. Process apprenticeship applications in SITS and Aptem with the supervision of the Apprenticeships Co-ordinator. Communicate clearly and in a timely manner with applicants and academic colleagues to resolve any outstanding matters.


1. Provide administrative support for apprenticeship programmes: ensuring Gateway documentation is collected from learners and shared with End Point Assessment Organisations, report on tri-partite reviews delivery, report on apprentice attendance, keeping apprentice records up-to-date, follow up on missing documentation and provide third parties with apprenticeship documentation.

2. Support the team in providing an outstanding level of service to employers and apprentices throughout the whole of their journey from point of enquiry to completion of programme which includes responding to enquiries from learners in a timely manner. 

3. Maintain a working understanding of the Department for Work and Pensions (DWP) Funding Rules and ensure all work complies with the DWP rules: ensure efficient and accurate collation of apprenticeship data and documentation and maintain evidence packs for DWP audits. 

4. Support the team to ensure apprenticeship data and documentation is accurate to support an Ofsted inspection.

5. Assist the team in uploading and monitoring content to the apprenticeships platform, sending communications to employers and apprentices and running engagement reports to assist the team in monitoring compliance.

6. Co-ordinate communications between the apprenticeships team and other internal and external stakeholders: to include setting up meetings, taking minutes, collating papers and other administrative tasks.

7. Maintain the apprenticeship team SharePoint site, uploading documentation, adding news events and ensuring colleagues have access to high quality materials and information.

8. Provide administrative support to raise both the internal and external profile of the University’s apprenticeship portfolio at events and open days.

9. Undertake any other duties as appropriate within their competence, as required including providing cover for colleagues when on leave.

Context:

The Apprenticeships Administrator provides administrative support to the University’s Apprenticeships Team in the University of Westminster’s Business Engagement and Graduate Futures Directorate. 
About the Business Engagement and Graduate Futures Directorate 

The Business Engagement and Graduate Futures Directorate leads on the University’s employability, alumni and business engagement strategy and operations.  The Directorate is responsible for the launch and successful operation of Zone29, a centre for enterprise and career success which will transform student outcomes and external engagement.     

Our strategy 
Colleagues in the Business Engagement and Graduate Futures Directorate work closely with academic and professional service colleagues to deliver relevant parts of the University’s Being Westminster strategy as well as the University’s Business Engagement Strategy, Employability Strategy, Research and Knowledge Exchange Strategy and Apprenticeships Strategy.   

The Directorate makes an important contribution to improving the University’s Graduate Outcomes performance, a national survey which monitors the career destinations of UK higher education leavers. Our work also supports the delivery of the University’s Access and Participation Plan (APP), ensuring Home students from disadvantaged backgrounds have equal opportunities to access, succeed in and progress from higher education. In addition, the Directorate’s delivery of careers and enterprise activities in the curriculum contributes to the Teaching Excellence Framework, which measures the University’s quality of teaching. Activities within the Directorate include short courses, apprenticeships, careers and enterprise support, alumni relations, employer engagement and management of the Zone29 building.  

About the Apprenticeships team

The Apprenticeships team provides support for apprentices and employers from onboarding through to successful achievement of the End Point Assessment (EPA).  The team works with our employer partners to secure apprentices for the University’s programmes, managing the admissions process in line with DWP requirements.  The team supports apprentices to understand the requirements of their apprenticeship, monitoring compliance with Off the Job Training, progress reviews, EPA preparation and changes of circumstance.  The team works closely with colleagues across professional services to ensure the University’s systems and processes support compliant and high-quality apprenticeship delivery, and provides advice and support to academic colleagues who deliver apprenticeships. 


The University requires all post holders to have an understanding of individual health and safety responsibilities and an awareness of the risks in the work environment, together with their potential impact on both individual work and that of others.

Dimensions
•	Providing excellent customer and administrative support
•	Assist in the delivery of Apprenticeship strategic objectives

Key Relationships
•	Colleagues in the Apprenticeship Team 
•	Key colleagues across Professional Services
•	Academic colleagues involved in developing and/or delivering apprenticeships
•	Prospective and existing apprentices and apprenticeship employers




PERSON SPECIFICATION
	


	
Essential Criteria
	
Desirable Criteria

	
Qualifications

	
· A level or equivalent experience
	
· A degree or equivalent experience


	

Training and Experience
	· Experience of working in a team 
· Recent experience of working in customer service and delivering a high standard of customer care
· Experience of working in an administrative position requiring the processing of high volumes of work and whilst maintaining attention to detail.

	
· Experience of working in Higher Education

· Knowledge of DWP funding rules 

· Experience of supporting apprenticeships activities in a training provider



	

Aptitudes and Abilities



	
· Strong oral and written communication skills and the ability to successfully communicate with colleagues from a range of different professional and technical disciplines

· Strong attention to detail

· Ability to establish good working relationships with employers, colleagues, students and external bodies


· Ability to use tact and discretion when working with sensitive and personal issues

· Ability to work under pressure as part of a busy team

· A proactive approach to problem solving

· Good IT skills 

	
· Knowledge of, and experience of working with, student records systems (SITS).


	


Personal Attributes
	
· Self-motivated with a flexible positive attitude

· Fully committed to contributing to a stimulating learning and working environment which is supportive and fair, based on mutual respect and trust, and in which harassment and discrimination are neither tolerated nor acceptable


· Ability to project and promote a confident, responsible and resilient attitude. 


· Demonstrate the ability to work to high professional standards and tight deadlines


· Must share and exemplify the University’s values

· A credible and persuasive approach

	

	
Other


	
· At peak periods, it may be necessary to work outside normal working hours.
	




image1.jpg
UNIVERSITY OF
LEADING

THE WAY
WESTMINSTERF




