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JOB DESCRIPTION

	Job Title:  Apprenticeships Manager 
             Grading:       22-25      



	Section:    DYW (Academic Partnerships)          Reference:  



	Job Objectives:
1. Develop and deliver strategies to create new Modern and Graduate Apprenticeship opportunities in Moray.
2. Build and manage relationships with new employers, supporting them to engage with apprenticeships.

3. Plan and deliver targeted events or workshops to raise employer awareness and confidence in apprenticeships.

4. Provide expert, impartial advice to businesses on apprenticeship frameworks, funding, recruitment, and training providers.

5. Gather and analyse employer feedback to inform the development of new apprenticeship frameworks aligned with skills needs.

6. Monitor and report on KPIs, providing clear data and impact reports to stakeholders and senior management.

7. Increase employer engagement through DYW Moray’s social media and online platforms, promoting apprenticeships.

8. Lead the strategic planning and coordination of apprenticeship initiatives, ensuring alignment with regional priorities.


	Reporting to: Head of DYW  
 

	Reporting to the position: 



	Interface with: Internal stakeholders, teaching staff; other support staff; school pupils, employers, external agencies.


	Approved by: Head of DYW                     Date: June 2026


	Signature of Post Holder:                                             Date:



Duties and Responsibilities
	1. Develop and deliver strategies to create new Modern and Graduate Apprenticeship opportunities in Moray 

	· Lead on the development and implementation of an Apprenticeships Strategy that aligns with DYW Moray strategic objectives.

· Ensure delivery against agreed targets for Modern Apprenticeships (MAs) and Graduate Apprenticeships (GAs), meeting milestones set out in project plans.

· Adapt and refine strategic plans based on performance data, stakeholder feedback, and evolving regional workforce needs.

· Act as an advocate for apprenticeships, influencing local and regional strategies on workforce development and skills.

· Identify areas for innovation in apprenticeship delivery and employer engagement to enhance impact.

· Lead on the development of new approaches and processes to improve the efficiency and effectiveness of the programme.

· Encourage a culture of continuous learning and improvement within the team and across partnership networks


	2. Build and manage relationships with new employers, supporting them to engage with apprenticeships.

	· Identify and engage with new businesses across multiple sectors and business sizes within Moray.

· Develop and maintain long-term, meaningful relationships with employers, providing consistent account management and follow-up support.

· Support businesses to identify skills gaps and workforce development opportunities that can be addressed through apprenticeships.

· Encourage repeat engagement from employers by delivering high-quality, tailored support and follow-up services.

· Build and maintain effective working relationships with local and national training providers to support employer needs.

· Collaborate with public sector agencies, industry bodies, and other stakeholders to strengthen the apprenticeship offering in Moray.

· Facilitate joint initiatives with partners that address workforce challenges and promote skills development.

· Ensure that partnership working enhances the visibility and reputation of DYW Moray in the wider region.


	3. Plan and deliver targeted events or workshops to raise employer awareness and confidence in apprenticeships.

	· Plan, organise, and deliver apprenticeship-focused events, including workshops, information sessions, and drop-ins.
· Work with employers, industry experts, and training providers to deliver events that are informative, relevant, and accessible.
· Evaluate the success and impact of events, gathering feedback to continuously improve future offerings.
· Promote events through appropriate channels to maximise attendance and engagement from local businesses.


	4. Provide expert, impartial advice to businesses on apprenticeship frameworks, funding, recruitment, and training providers.

	· Provide impartial, comprehensive advice to employers on the apprenticeship landscape, including funding streams, frameworks, and regulatory requirements.

· Guide businesses through the apprenticeship recruitment process from vacancy creation to successful placement and retention.

· Signpost employers to the most appropriate training providers, ensuring recommendations are unbiased and meet the business’s needs.

· Offer ongoing support and guidance as businesses navigate the apprenticeship system, including the upskilling of existing staff.


	5. Gather and analyse employer feedback to inform the development of new apprenticeship frameworks aligned with skills needs.

	· Engage employers in discussions to gather intelligence on current and future skills demands in Moray.

· Analyse data to inform the development of new apprenticeship frameworks that align with industry needs.

· Provide regular updates and reports on intelligence gathered to DYW Moray and key stakeholders.

· Support initiatives that address regional skills shortages by working with training providers to develop and expand provision.


	6. Monitor and report on KPIs, providing clear data and impact reports to stakeholders and senior management.

	· Monitor and report on key performance indicators (KPIs), including business engagement, apprenticeship starts, and referrals.

· Prepare high-quality reports for management, funders, and stakeholders, demonstrating impact and outcomes.

· Maintain accurate records of all business engagements and apprenticeship outcomes in line with data protection requirements.

· Provide insights and recommendations based on performance data to support continuous improvement.

· Ensure that all activities comply with UHI Moray’s policies, procedures, and quality frameworks.

· Safeguard the integrity of data and maintain accurate records in line with GDPR and other data protection requirements.

· Undertake risk assessments and implement quality assurance measures to maintain high standards of delivery.


	7. Increase employer engagement through DYW Moray’s social media and online platforms, promoting apprenticeships.

	· Lead targeted marketing campaigns to raise awareness of apprenticeships via DYW Moray’s website and social media channels.

· Increase employer engagement with online content as well as tracking interactions and enquiries through analytics tools.

· Develop marketing materials that clearly communicate the benefits of apprenticeships for businesses of all sizes.

· Represent DYW Moray at external meetings, networking events, and forums to promote apprenticeship opportunities.


	8. Lead the strategic planning and coordination of apprenticeship initiatives, ensuring alignment with regional priorities.

	· Contribute to discussions on policy development at regional forums and stakeholder meetings.

· Act as an advocate for apprenticeships, influencing local and regional strategies on workforce development and skills.

· Position the DYW Moray Apprenticeships Programme as a model of good practice, sharing successes and learnings with partners and stakeholders.

· Lead on the development and implementation of an Apprenticeships Strategy that aligns with DYW Moray strategic objectives.

· Ensure delivery against agreed targets for Modern Apprenticeships (MAs) and Graduate Apprenticeships (GAs), meeting milestones set out in project plans.

· Adapt and refine strategic plans based on performance data, stakeholder feedback, and evolving regional workforce needs.

· Collaborate with public sector agencies, industry bodies, and other stakeholders to strengthen the apprenticeship offering in Moray.

· Ensure that partnership working enhances the visibility and reputation of DYW Moray in the wider region.


