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University of Derby Job Description
Job Summary
Job Title
Degree Apprenticeship Workplace Reviewer in Built Environment
College/Department 
College of Science and Engineering
Location
Markeaton Street, Derby, DE22 3AW 
Job Reference Number
0126-26
Job Grade
ATOS 6
Salary
£32,260 to £36,251 per annum (for exceptional performers, there is scope for further progression up to £41,689 per annum)
Reports To
Subject Lead for Built Environment 
Line Management Responsibility
No
Job Description and Person Specification
Role Summary
As Apprenticeship Workplace Reviewer, the post holder will work with the programme team to lead on facilitating reviews between apprentices, employers and liaising with relevant academic staff. Engagement with employers and their apprentices is foremost to ensuring our existing and future apprenticeship programmes provide an excellent learning experience, meeting employers and apprentice expectations, in line with the Institute for Apprenticeships and Technical Education (IfATE) and Education and Skills Funding Agency (ESFA) governance requirements for apprenticeship provision. 

The post holder will work collaboratively with both academic staff and apprenticeship account managers to ensure systems and process are adhered to and that both quality and compliance is maintained to the highest standard in line with service level agreements. They will organise visits with external clients, apprentices and internal staff to ensure the implementation of quality reviews and assessment of evidence for audit using an e-portfolio. The post holder will act as a personal professional academic tutor for learners and will need to engage actively on working with employers to support learners who have disclosed a need for additional support.

The role will include travelling to a variety of employer premises in the UK.
Principal Accountabilities
1) Lead on liaising with apprentices, external clients and internal academic operations teams to ensure that communication between all parties is recorded in the review process, ensuring the process is managed and completed efficiently and effectively and in line with our service level agreements.
2) Accountable for managing visits with employers to carry out health and safety checks, assessment of evidence, tripartite reviews. Support the employers to actively participate in the review process offering mentoring support to young learners and small organisations, with a focus on young apprentices as well as those who have declared the need for additional support. 
3) Act as a personal professional academic tutor, supporting and mentoring students as appropriate.
4) Provide pastoral care to students, referring when necessary to services that provide further support.
5) Work with the Apprenticeships Hub and Heads of School to facilitate duties that support the achievement of outstanding communication to employers and the learner and client experience.
6) Provide expert operational advice to Apprenticeship Hub Team to ensure duties that support the achievement of Funding Compliance, whilst enhancing the learner and client experience.
7) Take a lead role to ensure that appropriate records of reviews are kept and stored securely in accordance with University and external bodies’ audit requirements.
8) Work collaboratively with the apprenticeship hub team alongside academic staff to support learner engagement and update the employer either face to face or via our e-portfolio system.
9) Lead responsibility to work with employers and external professional bodies to ensure that there is a process by which suitable evidence is available on the professional body’s career development portal to enable the student to progress and apply for the end point assessment.
10) Take a lead on collating the Employer and Apprentice review comments to inform programme committees and the University continual monitoring process for quality enhancement.
11) Lead on producing monthly reports to show compliance, retention and success against given targets.
12) Ensure that the Intent, Implementation and Impact of the apprenticeship programme is explored in each review and that academic teams are aware of any concerns by the apprentice and/or employer. 
13) Ensure that the apprentice is building a complete portfolio of experience in order to attempt their End Point Assessment (EPA) with apprenticeship guidelines.
14) Work with the academic team and End-Point Assessment Organisations (EPAOs) to ensure that the apprentice is prepared for their EPA within the apprenticeship guidelines. 
15) Build successful working relationships with key stakeholders across the University, relevant colleagues across the sector and external agencies to ensure expectations are effectively managed. 
16) Contribute to the work of the College team and Apprenticeship Hub team (where appropriate), taking on such duties and responsibilities as delegated by the line manager.
Person Specification
Essential Criteria
Qualifications
· Honours degree in Civil Engineering or equivalent qualification
Experience
· Relevant work experience in the engineering sector related to the apprenticeship standards in the UK
· Demonstrable experience of working in the engineering sector to have obtained a broad skills base in areas such as transport engineering, structural engineering, site surveying, geomatics, project management, quantity surveying, and fluid engineering
· Previous management/supervisory experience/leading staff teams
· Knowledge and experience of the current degree and apprenticeship programmes above Level 4 and associated funding quality and compliance processes and systems
· Experience of working with employers in their workplace
Skills, knowledge and abilities
· A working knowledge of current and emerging apprenticeship standards, EPA and the Apprenticeship Levy
· Numerically and financially literate with a sharp eye for detail
· Able to demonstrate a commitment to equality and diversity
· Commitment to first class customer service and achieving high quality outputs and outcomes
· Advanced organisational ability, excellent planning and prioritising capabilities
· An achiever who owns their own part in the process of delivering a high-quality apprenticeship service by going the extra mile in their area of responsibility
· Highly self -motivated with the confidence to work independently and willingness to take on new responsibilities
· Able to communicate effectively, both verbally and in writing with people at all levels with the ability to gain the confidence, respect and co-operation of senior figures both within the organisation and externally
· Able to motivate and mobilise individuals both academics and students
· Highly organised and efficient
Business requirements
· Able to take a flexible approach to work
· Willingness and flexibility to travel and work between University and external sites in a cost effective and timely manner
· Some evening and occasional weekend working
· Attendance at Open Days, Graduation events etc.
· A commitment to own professional development
Desirable Criteria
Qualifications
· An MSc or MEng in civil engineering or equivalent
· Professionally qualified to IEng or CEng with a suitable engineering professional institution.
Experience
· Experience of working with higher apprentices and/or in the education sector
Benefits
The University of Derby believes in providing choice to our people suited to their needs or life stages. Offering a number of salary sacrifice options, a generous holiday entitlement of 26 days plus bank holidays and 4 concessionary days and a host of family friendly policies, mean that splitting your time and finances can be easier. For those with prospective students in the household, we also offer tuition fee support to partners and children and, not forgetting you, we offer financial support for accredited learning.
Our competitive 'total reward' offering has something for everyone and looks to reward and recognise people in different ways.
Core to the package is a competitive pay structure and generous public-sector pension schemes. Our pay structure allows for stepped progression in role and is reviewed against the market and, where applicable, awarding national pay awards annually. Further financial support is offered through our Financial Wellbeing Hub, not forgetting our generous pension contributions supporting your retirement fund within our Local Government Pension Scheme.
Wellbeing at Derby features within our benefits options from our Employee Assistance programme through to our eyecare voucher scheme, not to mention the discounted membership for our on-site gym at our Kedleston Road campus. With our Inclusion and Wellbeing Networks, there really is support for everyone.   
We also facilitate ‘Give as You Earn’ options to donate to your preferred charities straight from your pay which enhances the amount your charity receives for your donation.
At the University of Derby, we celebrate loyalty and achievements through our Staff Excellence Framework be it financially, or non-financially. We aim to foster a culture of boldness and brilliance in our people, and from a simple thank you through to a local awards ceremony, we recognise and celebrate notable achievements of our colleagues.  
For more information on the benefits of working at the University of Derby go to the Benefit pages of our website.
Our People 
The University of Derby is committed to promoting equity, diversity and inclusion, regardless of age, disability, trans status, marriage and civil partnership, pregnancy and maternity, race, religion or belief (or none), sex and sexual orientation. 
We are Disability Confident Employers, demonstrating our commitment to disability inclusion, and invite applicants to highlight adjustments they may require to ensure equitable participation in our recruitment processes.
Further, we are committed to ensuring an environment which is trans and non-binary-inclusive for all our staff, students, partners, and visitors, and continuously review our policies, guidance and training.
When applying to join the University, you can choose your preferred title, including the gender-neutral title 'Mx'. We also ask our candidates if they would like to share their preferred pronouns. This is voluntary but demonstrates our commitment to inclusivity for trans and non-binary candidates. Once employed, you can add pronouns and preferred names onto our system.
The University of Derby undertakes anonymised shortlisting during the staff recruitment process. This means that, when shortlisting, panel members will not be able to see an applicant’s name and will see an applicant number instead. This demonstrates the practical steps we are taking to remove barriers to recruitment by minimising the possible impact of our unconscious bias.
However you identify, we actively celebrate the knowledge, experience and talents each person brings. Our students come from a wide range of backgrounds; therefore we are particularly interested to hear from applicants who will help our leaders and teams be more reflective of our student population.
For more information on equity, diversity and inclusion at the University of Derby, please visit our website.
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