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PERSON SPECIFICATION

Details of Person Specification

	Job Title:
	Apprenticeships Manager 
	Grade:
	22-25

	Division/Section:
	DYW (Academic Partnerships)
	Date:
	March 2025

	Prepared by:
	Sarah Barnes 

	Designation:
	Head of DYW

	Reviewed by:
	Carrie Lynch

	Designation:
	HR Manager


	This form describes the essential and desirable criteria a person needs to perform the job.  


	Candidates who meet essential criteria should be preferred to those who do not.  Exceptions to this guideline need to be justifiable and should be recorded.


PERSON SPECIFICATION

1. KNOWLEDGE AND SKILLS 

	No.
	Description
	Method of Assessment

	1

2

3

4

5

6


	Essential

Excellent communication and interpersonal skills with the ability to engage diverse stakeholders.

Advanced knowledge of apprenticeships frameworks, funding, and compliance requirements.
Strong organisational and project management skills, including event planning and management.
Ability to produce and present clear, concise reports and presentations for internal and external stakeholders.
Proven ability to engage with a wide range of stakeholders (businesses, training providers, government agencies).
Proficiency in using digital tools (Microsoft Office Suite, CRM systems) and social media for marketing and engagement.
	Application form
Application form

Interview 

Application form/Interview
Interview 

Application form

	
	Desirable

	


2. EXPERIENCE AND EDUCATION

	No.
	Description
	Method of Assessment

	1

2

3

4

5

6


	Essential

Degree (preferably in Business, Education, HR, or Workforce Development).
Significant experience (2+ years) promoting apprenticeships to businesses.
Strong background in employer engagement, including liaising with businesses to create apprenticeship opportunities.
Successful track record of building and managing employer relationships and designing apprenticeship strategies.
Experience managing and delivering events focused on apprenticeships or workforce development.
Demonstrated ability to support employers in identifying skills gaps and implementing apprenticeship solutions.
	Application form
Application form

Application form/Interview 
Interview
Interview
Interview


	1

2


	Desirable

Previous experience working within an educational establishment, preferably Further or Higher Education.
Experience developing new apprenticeship frameworks or standards.
	Application Form 
Interview


3. ACCURACY AND INITIATIVE 

	No.
	Description
	Method of Assessment

	1
2

3
	Ability to work independently and make informed decisions, using initiative to resolve complex issues.

High attention to detail for accurate data management, compliance tracking, and reporting.

Ability to manage multiple priorities and deadlines simultaneously, using analytical skills to inform planning.
	Interview

Interview

Application form/Interview


	
	Desirable

Experience managing complex situations independently, with minimal support from senior management.
	Interview



4. PEOPLE

	No.
	Description
	Method of Assessment

	1

2


	Essential

Excellent interpersonal skills with the ability to build and sustain partnerships with employers, staff, and stakeholders.
Strong leadership and team collaboration skills, supporting colleagues and ensuring a high standard of service delivery.
	Interview

Application form /Interview

	
	Desirable

Experience delivering training or briefings to internal teams or external stakeholders (e.g., employers, local authorities).
	Application Form


5. OTHER REQUIREMENTS

	No.
	Description
	Method of Assessment

	1

2


	Essential

Full, current UK driving licence and access to transport for employer visits and events.

Flexibility to work outside standard hours to meet business needs (e.g., events, employer engagement).
	Application Form
Application Form 

	
	Desirable

Ability to assess and prioritise multiple tasks effectively in a fast-paced environment.
	Application Form 


