	
West Yorkshire Fire & Rescue Service
Job Description.
Post Title:	Lead Apprenticeships Manager.
Grade:	8
Responsible To:	Head of Organisational Development.
Purpose Of Post:	
To enable and assure apprenticeship provision is of the highest quality, compliant with regulatory requirements as set out by Skills England, in line with industry standards, funding rules and internal / external regulatory frameworks. As the Authority’s apprenticeship expert lead on quality of teaching and learning, quality assurance and compliance. Supporting colleagues and their managers to ensure the organisation achieves, maintains, and continuously approves delivery of apprenticeships, meeting all regulatory requirements, making, and following up recommendations on excellent learning practice, service delivery and maximising opportunities through the Growth and Skills (Apprenticeship) Levy.
The Lead Apprenticeship Manager works with the Head of Organisational Development to develop strong relationships with Training Centre leadership, instructors, assessors, and others and across the service to ensure seamless management and monitoring of apprenticeship programmes. Providing advice, guidance, data, and support to subject experts, learning and training professionals, line managers, senior leaders, and apprentices.
Organisational chart.

Main duties and responsibilities of the role.
Leadership of Apprenticeship Centre: Lead the establishment and maintenance of the Centre, including monitoring and quality systems. Collaborate with subject experts and operational leaders to assure quality of teaching, learning, programme delivery and compliance. This includes setting priorities; reporting on key metrics; and identifying and recommending improvements.
Systems & Quality Assurance: Lead the establishment and maintenance of compliance systems and processes for effective apprenticeship delivery. This includes data, progress, and learner record management. Establish and maintain Individualised Learner Records (ILR), including data collection, compliance, submission, training plans, off-the-job hours, and progress records.
Apprenticeship Compliance: Collaborate with internal teams and external partners to ensure programmes are compliant with the latest funding rules. This includes data collection and storage, management of the online Apprenticeship Service, and the establishment and maintenance of compliant templates for agreements, delivery plans, training plans and apprenticeship agreements.
Apprenticeship Funding: Work alongside internal and external delivery partners to provide financial oversight, planning, and reconciliation of apprenticeship funding.
Data and reporting: Ensure effective apprenticeship data management. Collaborate with training delivery colleagues and external delivery partners to track and report on Impact, business benefits and quality measures. 
Apprentice experience: Put apprentices’ experience at the heart of delivery, considering the needs of both apprentices and the organisation. Collaborate with key colleagues to ensure the health, safety and wellbeing of apprentices is paramount. Work closely with senior managers, internal and external delivery partners, operational managers, and the Designated Safeguarding Lead (DSL) to ensure the highest standards of provision and support. Oversee cohort communication ensuring apprentices understand the expectations and know how to access support.
Organisational wide responsibilities.
Adherence to the NFCC Core Code of Ethics and West Yorkshire Fire Service Values. 
[image: A logo of the NFCC Core Code of Ethics.]
To implement and promote the Authority’s:
Health and Safety policies.
Equality and Diversity policies.
Information Security Management System policies.
Safeguarding policies.
Business continuity policy and contingency arrangements. 
Policies related to General Data Protection Regulation and Data Protection Act 2018.
Commitment to maintaining our Customer Service expectations.
A satisfactory Standard Disclosure and Barring check is required for the role.
This post has been designated a hybrid working post which means the postholder’s working time will be split between the workplace and home. The actual pattern and number of days at each will be agreed locally with the line manager and will be determined based on the service needs. 
Skills and experience requirements for this role
	
	Experience.
	Essential/Desirable.
	Where identified.

	1. 
	Demonstrable experience of developing and maintaining productive relationships with Senior Management, key stakeholders, learners, and their managers, External and Internal Partners.
	Essential.
	Application & Selection Process.

	
	Demonstrable experience of managing and facilitating change through projects to support improvements in learning / teaching, setting achievable outcomes, delivery expectations, measurement, and evaluation of impacts, including time, cost, and quality measurement.
	Essential.
	Application & Selection Process.

	
	Significant experience of identifying and supporting people with Special Educational Needs and Disabilities (SEND), including supporting teaching / training colleagues to deliver reasonable adjustments; support and enable candidates to progress.
	Essential.
	Application & Selection Process.

	
	Experience of line management, including allocating and management of individual / team / organisational priorities and projects, setting, and achieving team goals and holistic performance management. 
	Essential.
	Application & Selection Process.

	
	Experience of budget management, including responsibility for spend monitoring, income management, tracking and reports.
	Essential.
	Application & Selection Process.

	
	Ability to establish systems and processes to track, monitor and report on learner data including monitoring of the candidate journey, progress data, achievements, and issues.
	Essential.
	Application & Selection Process.

	
	Experience of delivering continuous improvement through development of service objectives, policies, procedures, and process mapping. 
	Essential.
	Application & Selection Process.

	
	Experience of OfSTED inspections, including preparation of evidence, understanding of standards for teaching and learning and of using grading criteria to achieve continuous improvement.
	Essential.
	Application & Selection Process.



	
	Education and Training.
	Essential/Desirable.
	Where identified.

	
	Qualification in Leadership and Management to Level 5 or significant leadership and management experience.
	Desirable.
	Application & Selection Process.

	
	Level 4 teaching / learning qualification 
	Essential.
	Application & Selection Process.

	
	Good level of Literacy and Numeracy, (Level 2 / GCSE Maths and English Grade 4 / C or above or equivalent qualifications).
	Essential.
	Application & Selection Process.

	
	Educated to degree level (Level 6) or able to demonstrate an equivalent level of learning gained through experience.
	Essential.
	Application & Selection Process.

	
	IQA Verifier Qualification or commitment to achieve within first six months in post if successful.
	Essential.
	Application & Selection Process.

	
	Qualified Teacher Status.
	Desirable.
	Application & Selection Process.



	
	Special knowledge and skills.
	Essential/Desirable.
	Where identified.

	
	Knowledge and demonstrable experience of embedding effective Assessment Strategies, Quality Assurance and Awarding Body Codes of Practice.
	Essential.
	Application & Selection Process.

	
	Significant experience of mentoring teachers / trainers / instructors to improve their practice.
	Essential.
	Application & Selection Process.

	
	Ability to manage difficult and challenging situations assertively, maintain confidentiality and use discretion, tact, and sensitivity.
	Essential.
	Application & Selection Process.

	
	Skills to guide, support, advise and influence people at all levels outside of your line management area. E.g. to comply with DfE Apprenticeship requirements, quality of teaching/learning and delivery of content in accordance with best practice.
	Essential.
	Application & Selection Process.

	
	Knowledge and skills to make decisions using data, including collation, analysis and presentation of results and recommendations.
	Essential.
	Selection Process.

	
	Knowledge and skills in the use of Microsoft Office (or equivalent), specifically Presentations, spreadsheets, data analysis and word processing.
	Essential.
	Selection Process.

	
	High level of written and verbal communication skills, for example to write compelling business reports and present the findings effectively.
	Essential.
	Application & Selection Process.

	
	Excellent organisation and time Management skills, including juggling conflicting deadlines and prioritising work of self and team.
	Essential.
	Application & Selection Process.

	
	Coaching or mentoring knowledge and skills.
	Desirable.
	Application & Selection Process.

	
	Demonstrates commitment to taking a leading role in driving forward WYFRS’ commitment to Equality & Diversity, NFCC Core Code of Ethics and WYFRS values. 
	Essential.
	Application & Selection Process.

	
	To hold and maintain a current full UK valid car driving licence. 
	Essential.
	Application & Selection Process.

	
	Experience of working autonomously and taking a lead on developing and maintaining relationships with external bodies, e.g. Awarding Bodies, End Point Assessment Organisations, Department for Education, Providers and when negotiating with training providers. 
	Essential.
	Application & Selection Process.

	
	Demonstrate commitment to good data quality within all areas of work. 
	Essential.
	Selection Process.

	
	Demonstrates commitment to taking a leading role in driving forward WYFRS’ commitment to Equality & Diversity, NFCC Core Code of Ethics and WYFRS values. 
	Essential.
	Selection Process.
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Head of Organisational Development


Learning & Development Centre Manager


Learning & Development Advisor (x3)


Lead Apprenticeship Manager


Apprenticeship Administrator (Vacant)


Diversity, Inclusion & Equity Manager


Watch Manager – Learning & Development


Diversity Projects Officer


Positive Action & Community Engagement Officer (x2)
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