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Job description 

Business Development Officer – Apprenticeships Norfolk


	Department 
	Strategy, Growth & Investment

	Service 
	Employment & Skills  ~ Apprenticeships Norfolk

	Grade
	H

	Reports to
	Apprenticeship Strategy Manager

	Responsible for 
	n/a

	Job reference
	10853



	Job Purpose 

	· To support Apprenticeships Norfolk to increase the number, level, range and quality of apprenticeships in Norfolk.
· To engage and develop effective relationships with businesses of any size – but in particular Small & Medium Enterprise (SME) employers to identify the skills needs of their workforce (short, medium and longer term) .
· To assist employers to design and deliver activity that assists participants to engage and understand the skills employers require to access employment/apprenticeship vacancies.


	Context 

	Strategy, Growth & Investment is a key outward facing service within the Strategy & Transformation department.  The service seeks to create the right conditions for economic growth and remove barriers to it, involving considerable work with external partners.  The existence of a suitably qualified workforce is a core element for economic growth and apprenticeships is a key element of delivering a skilled workforce in Norfolk. 

Our NCC Apprenticeships Strategy will capitalise on opportunities ensuring growth is delivered consistently across all ages and all levels. NCC has a long and successful track record of managing a variety of large programmes, with expertise in all aspects of project and financial management

Apprenticeships are an integral part of national and local skills policy.  Apprenticeship policy is undergoing significant reform at present; the biggest transformation of apprenticeships in a decade.

Apprenticeships Norfolk is a trusted, impartial service that works collaboratively with training providers, employers and partners to promote the profile and growth of apprenticeships across the county. It provides a professional and highly responsive brokerage service to raise aspirations for the people and businesses in Norfolk – this includes delivery both practical and financial support for businesses, through a number of initiatives - including our successful ‘Levy Support Scheme’. The Apprenticeships Norfolk service is proud to have deliver an award-winning #MadeInNorfolk campaign. The campaign aims to increase awareness of apprenticeships and the benefits they can bring a business.

This will include providing SFEDI-certified support, able to offer qualified business advice and support to SMEs in recruitment plans, business growth, capacity building, sustainable methods and skills shortages.




	Accountabilities 

	To support and promote the Apprenticeships Norfolk brokerage service; respond to enquiries, via phone calls and emails from employers ~ supporting them to access practical and financial support to start apprenticeships and/or skills solutions.


	Actively seek out SME’s and micro-business employers who are not currently engaged in delivering apprenticeship activity, to provide advice on the range of activities and support available.


	Provide direct relationship management and business advice to SMEs to identify apprenticeship recruitment opportunities.


	Support participants to engage within project activity to create a pool of potential candidates SMEs can recruit from.


	Work collaboratively with a range of relevant partners, including Apprenticeships Norfolk, Further Education Colleges, Independent Training Providers, Chambers of Commerce, Federation of Small Businesses, District Councils, Sector Skills Groups and New Anglia Growth Hub to ensure to deliver employer-facing projects and initiatives that contribute to the overall delivery of the NCC Apprenticeships Strategy.


	Review each activity collecting both employers’ and participants views on the effectiveness of the activity providing opportunity to learn and improve.


	Work with internal and external stakeholders to promote and market the project, organising, contributing to and attending events where necessary.


	Encourage SMEs to become active supporters and exemplars for Apprenticeships in Norfolk; aiding them in understanding and utilising apprenticeship standards, and the practical and financial support offered by Apprenticeships Norfolk.


	Contribute to management reports and reporting processes and support the achievement of financial and output targets for the programme to ensure the project meets the funding criteria.


	Undertake any other duties required by NCC from time to time to support the effective management of the project.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Good standard of education (Five GCSE passes Grade C or above in English and one other subject) and demonstrable ICT skills.
	Educated to degree level. 


	
	Qualification (or apprenticeship), or relevant experience, in delivering business advice and support and/or advice and guidance. 


	Knowledge/Experience:

	Essential 
	Desirable 

	Experience of working in the employment apprenticeships/skills sector on employer-responsive initiatives.

	Experience of working in the public sector.



	Experience of instigating, developing and maintaining partnership working arrangements, ideally with employers.
	Experience of supporting partnership events.


	Experience of delivery of agreed outcomes against agreed timescales.

	

	Experience of using and updating Customer Relationship Management systems and spreadsheets.

	

	Skills:

	Essential
	Desirable

	Detailed knowledge of the government endorsed/funded products currently available, to help employers and individuals understand and navigate the apprenticeships/skills landscape.

	Knowledge and understanding of the range and complexity of issues facing Local Government.


	Ability to use a range of applications MS Word, MS Excel, MS Power Point.

	

	Proven ability to communicate effectively with both internal and external customers using a variety of communication methods including telephone, email and face to face communication.

	

	Able to understand complex documents and identify the key issues within.

	

	Able to produce clear and concise written material of a standard appropriate for the audience.

	

	Effective time management with ability to work under pressure and to deliver to tight timescales. 

	




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	
Flexible approach to work; prepared to travel and work occasional evening hours.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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