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JOB DESCRIPTION

	JOB TITLE:

                    Business Development and Work Experience Leader
DEPARTMENT:                                 Business Development Team               

SCALE:

                    MS 300-302 
DIRECTLY RESPONSIBLE TO:       Head of Apprenticeships and Business Development



	PURPOSE OF JOB:


· To lead and manage the Business Development and Work Experience team on the coordination of employer engagement, business and stakeholder development, work/industry placements and work experience related activity for both students and apprentices. 

· The post holder will lead and report on the sourcing of apprenticeship opportunities, apprenticeship funding rules, work placements, maintaining and monitoring the central database, ensuring compliance for health and safety and be responsible for the coordination of the communication with college staff, employers and external partners on the outcomes of work experience related activity, work placements and apprenticeships. 
· The post holder will work as a key account holder with employers and learners and apprentices to support Work Based Tutors and course tutors in effectively signing up with integrity.

· The post holder will oversee and generate income for the College by promoting a range of solutions to employers to meet set organisational targets through effective leadership of the team. The post holder will be responsible for overseeing the team targets for both headcounts and financial.
· The post holder will work with the admissions department regarding recruitment processes to achieve targeted growth in the Colleges work-based learning provision by promotion and recruitment activities.

· The post holder will build relationships with employers and stakeholders and raise the profile of the College with employers and encourage their involvement in a range of College activities, thereby ensuring that the College provision meets business needs. The post holder will lead the team to ensure external events are attended and the college is promoted.
· The post holder will lead, identify and contribute to the development of new and sustainable employer-focussed provision and to help influence the future business development strategy for the College.



	MAIN RESPONSIBILITIES AND DUTIES:
1. Lead on the development and implementation of systems to support apprenticeship provision and work experience activity including work placements and industry placements ensuring T Level and mandatory placement compliance. 

2. Carry a caseload within the Work Experience and Business Development Team.
3. To provide support to Curriculum Areas by sourcing, securing and matching Apprenticeship and work placement opportunities to achieve area targets for Apprenticeships and Study Programmes.

4. Effective leadership and management of the Work Experience and Business Development teams, completion of appraisals, probation reviews and other line manager responsibilities.

5. Contribute to the training of tutors and other curriculum staff on work placement processes and apprenticeship processes through the development of guidance resources and attendance at curriculum meetings.
6. Deal with enquiries from employer’s work placement officers, Employer engagement advisors and curriculum staff in relation to apprenticeships, work placements and T-Levels industry placement and other work experience activity.

7. Coordinate the financial aspects associated with the implementation of the T Level industry placement and work with the Head of Apprenticeships and Business Development to ensure the budget is maintained.

8. Collate and check student data and information, and produce a range of reports required by internal and external partners.

9. Maintain appropriate filing systems, manual and computerised, along with storage, retrieval, updating and preparation of information for strategic reporting purposes. 
10. Attend and contribute to curriculum team meetings and other cross-College meetings concerning employer engagement, business development and work experience activities.
11. Liaise with curriculum and support teams in College and externally, to ensure the smooth and efficient operation of the service.
12. Participate in training and development, as appropriate for the T Level and work experience strategy and the Business Development strategy (LSIP).
13. Liaise with Learner Services to ensure support for learners in preparation for or whilst on work placement is in place.
14. Ensure staff are supported to assist employers to fully understand the work experience programme and any involvement expected from them

15. Monitor and co-ordinate compliance for work placement suitability checks. Monitor and track students through their work placement and liaise with employers and College staff on ensuring work placements are compliant and all evidence is obtained.
16. Promote safeguarding the welfare of learners whilst on work placement or on their apprenticeship.
17. Managing records using cross-College IT packages such as the WEX portals, Salesforce, Smart Assessor, ProMonitor and other college reporting systems.


	18. Undertake any other duties that may be reasonably required, commensurate with grade and 

19. Scope of this post and agreed with the relevant line manager. 

20. To be fully aware of and comply and promote the Colleges Equality Scheme and all other policies, including Financial Regulations.

21. Bolton College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.

22. To ensure commitment to customer care at all times. The post holder will demonstrate a clear understanding and commitment to the College values and ethos identified within the Strategic framework.

23. Undertake such other duties as may be required by the Principal commensurate with the grade and nature of the post
24. To actively contribute to the effective use ILT to support a “paper light” working ethic through day-to-day working activity. 

25. The post holder will be expected to comply with the rules and regulations that the Board may from time-to-time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees.

26. To be fully aware of and comply with the College’s policy on confidentiality.

27. In carrying out their duties, the post holder must

a.
Comply with Health and Safety regulations and policies

b.
Be aware of the College statement on Health and Safety

c.
Be fully aware, and comply with, College policies including equal opportunities and risk management.




	PHYSICAL CONDITIONS

Place of Work

The principal place of work for this post will be the Corporation’s premises at the Deane Road Campus. However, the post holder may be required to work on either a temporary or an indefinite basis at any premises at which it may from time to time provide services or at other locations, mainly in the Bolton area when required e.g., schools to promote the course.   As part of their duties, the post holder may be required to travel either within the United Kingdom or outside of it.  Such travel may include attendance at conferences or seminars for the purposes of maintaining and updating their professional skills and the supervision of students on visits and work placements.

Working Hours

The post holder will be expected to work such hours as are necessary for the proper performance of their duties and responsibilities with a minimum of 37 hours per week

The post holder may from time to time be required to work on a Saturday or Sunday, in which case time off in lieu will be given during the normal working week.  The post will require some evening work to support student performance and may require Saturday working.

Training

The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post holder may therefore, at the discretion of the management, be required to undertake training and development appropriate to present and future needs of the College.

All support staff will be required to participate in an annual staff development review.

Probationary Period

If the post holder is a new employee to the College, the first 9 months of employment will be on a probationary period, during which the suitability of the post holder will be assessed.  The Corporation reserves the right to extend the probationary period if, in its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Corporation on giving one month’s written notice.  The Corporation’s Disciplinary Procedure will not apply during the probationary period.

Appraisal

The post holder will be required to participate in a staff appraisal scheme approved by the Corporation.  

In the interests of health and safety, smoking is not permitted in Bolton College.
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