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Job description and person specification

Workforce Development Adviser


	Department 
	Communities and Environment

	Service 
	NCC Adult Learning

	Grade
	H

	Reports to
	Assistant Head of Service, Workforce Development Skills, Learning Support and Service Quality

	Responsible for 
	N/A

	Job reference
	11375



	Job Purpose – 


	To effectively and efficiently promote the apprenticeship and vocational training services of Norfolk County Council Adult Learning. To identify the needs of employers in providing effective workforce development solutions through actively promoting our vocational training and apprenticeship provision.


	Context – 


	Norfolk County Council’s Adult Learning service transforms the lives of adult learners in Norfolk by offering inspiring education with outstanding support and addressing skills gaps across the county through its apprenticeship and vocational programs. 

The Workforce Development Adviser role delivers comprehensive support to employers and promotes educational opportunities, collaborating with a diverse array of stakeholders to boost participation in Adult Learning’s vocational and apprenticeship programs. 

This position aims to enhance awareness and participation in Adult Learning’s apprenticeship and vocational programmes. By engaging with both internal and external partners and stakeholders, it will help the service surpass its learner recruitment and income goals.




	Accountabilities - 

	Securing, building and maintaining relationships with new and existing organisations and generating revenue across Adult Learning’s vocational and apprenticeship provision.


	Achieving individual revenue and recruitment targets through, for example, lead generation, cold calling, networking events and social media activity.


	Offering exceptional levels of customer service to both external and internal customers and stakeholders. Including supporting employers to identify skills gaps in their organisations.


	Developing and continuously updating knowledge and understanding of Adult Learning’s full provision offer along with the regulations and guidelines surrounding it and using local intelligence, influence the academic planning of the service’s vocational and apprenticeship provision.


	Proactively liaising and collaborating with other internal departments to maximise results, for example marketing, curriculum and compliance.


	Gaining and maintaining a good working knowledge of local and national competitors and their offer.


	Developing and utilising MIS databases to improve Customer Relationship Management and increase employer activity.


	Supporting the production accurate, timely and relevant reports and information regarding customer satisfaction, current and future revenue and enrolments.


	Adopting a flexible approach which may involve evening and weekend working as required to meet targets.


	Supporting management in any way reasonably requested.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Level 2 Maths & English
	Customer Service Qualifications NVQ Level 2 

Information, Advice and Guidance Qualifications Level 2 

Relevant Sales and Marketing Qualifications


	Knowledge/Experience:

	Essential 
	Desirable 

	Knowledge of sales methodology and best practice with the ability to positively influence decisions. 

Demonstratable successful experience in a sales role. 

Demonstrable experience of lead generation, cold calling, and account management.

	Experience of working within the education sector. 

Experience of business-to-business sales. 

Good knowledge of local area skills priorities and labour market. 

Knowledge of Department for Education guidance, including Adult Skills Fund, Advanced Learning Loans and Apprenticeships funding rules





	Skills:

	Essential
	Desirable

	Strong interpersonal skills, able to build a good report with people from a variety of backgrounds. 

Highly motivated and able to work with minimal supervision.

	Proficient in conducting Training Needs Analysis to assist employers in identifying and addressing skills gaps effectively.




	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 


	The post will require regular travel in Norfolk and as such, a full UK driving license and full access to a vehicle is essential for this role. 

The job holder will be required to work flexibly, and this may involve evening and weekend working.




	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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