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	F55: Job Description 



Job Title:			Training Officer (Electrical Installation)
Department:			Apprenticeship, Intertrain 
Centre Location:	           Gatwick/Coventry/Warrington/Leeds, based at TS4U centres. 
Responsible to:		Head of Apprenticeships


Job Role
The apprenticeship department is in a period of expansion. We have apprentices at 4 centers with 4 different pathways offered. We currently have 150 apprentices on the programme, with 30+ new recruits due to start in November. The department has staff that look after different areas of apprenticeships, this job description covers a Training Officer role. 

Personal Traits and Behaviours 
The following traits and behaviours are expected for this job role:
· Enthusiastic 
· Self-motivated 
· Team player 
· A desire to help and support learners to achieve
· A willingness to learn new skills
Tasks Specific to the Job Role
· Carry out initial advice with employer and apprentice (evidence of this is now a funding requirement)
· Carry out induction programme with apprentices at the start of the programme
· Be responsible for ensuring a good level of employer engagement via regular contact and through a progress review
· Feedback to the AOM employer needs and requirements from regular meetings
· Oversee the apprentice’s skill building in center and in the workplace
· Feedback to the employer on the progress of the planned programme
· Ensure Progress reviews are carried out every 12 weeks maximum
· Build a portfolio with the apprentice, supporting them with advice and guidance to enable them to complete all mandatory elements of the programme
· Ensure each apprentice is working in line with their individual learning plan and meets the requirements for off-the-job hours
· Ensure the apprentice has a good level of knowledge, skills, and behaviors to reach gateway by the end of the practical period end date
· Act as conduit between training provider and employer/Apprentice
· Ensure all gateway requirements have been met including mandatory elements of the training programme, English and Math’s
· Action plan poor performance and report this to AOM and employer
· Complete documentation when a Break in Learning is needed
· Complete withdrawal paperwork where required
· Ensure timely success rates are achieved
· Ensure high quality of provision can be evidenced for Ofsted inspection including the support a Training Officer gives to each apprentice
· Support learners with learning needs and ensure this is effectively put in place
· Support the apprentice through gateway to End Point Assessment
· Give initial advice and guidance to new apprentices and employers
· Be the single point of contact daily with the employer and apprentice
· Ensure the apprentices welfare, safeguarding and Prevent knowledge is to a high level
· Ensure the apprentice is kept safe in the workplace and issues are reported straight away

General tasks
The following tasks are general to working for Intertrain: 
· To undertake any tasks required that are commensurate to the role and grade.
· To be aware of and to comply with and always promote company policies and practices.
· To be aware of and to comply with and always promote Equality & Diversity policies and practices.
· To be aware of and to always comply with Health & Safety policies and procedures, to protect your own safety and the safety of others.
· Support and promote Safeguarding and Prevent requirements.
Education and Experience 
It is expected that the candidate will come from an electrical installation / maintenance / engineering background and hold relevant up to date qualifications along with experience within the field of electrical installation / maintenance.
Essential Qualifications and Skills 
The following Qualifications and Skills are essential for the job role: 
· Excellent interpersonal, written & verbal communication skills
· A sound knowledge of Apprenticeships
· 5+ Year Industry experience of electrical installation
· Assessors A1/TAQA Level 3
· Able to develop and maintain positive working relationships with individuals at all levels
· Able to develop accessible learning materials for their students
· Be IT literate with a basic working knowledge of Microsoft Office programs 


Desirable Qualifications and Skills 
The following Qualifications and Skills are desirable for the job role: 
· Internal Quality Assurance V1/TAQA L4

Safeguarding Statement
Intertrain is committed to the safe recruitment, selection and vetting of all staff, including the checking of application forms and the obtaining of references. The successful applicant will be required to undertake appropriate checks, including an enhanced DBS disclosure as well as providing proof of the right to work in the UK. For roles undertaking regulated activity this will include not being able to accept applications from candidates who are barred from working with children. 
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