COLEG Sir Benfro

Pembrokeshire coLLEGE
Job Title: Work Based Learning Contract and Compliance Manager
Salary: Management Scale 1 -4
Reports to: Assistant Principal, Commercial and Client Services

JOB DESCRIPTION

Job Purpose

To co-ordinate and manage the Pembrokeshire College Work Based Learning Contract ensuring
compliance with the Welsh Government contract specification and any requirements as set out by
the Consortium. To lead the administration team in their duties and to co-ordinate with the faculty
work-based learning CAMs and their teams.

Key Responsibilities

e Responsibility for the management of the College’s Work Based Learning contracts (and
monitoring of third-party delivery): including Apprenticeships, Traineeships (JGW+).

e Line manage the Work Based Learning administration team including all aspects of performance
management

e Work with line managers to ensure compliance with the programme specifications and maintain
contractual obligation of the Work Based Learning contracts for Apprentices and Traineeship
(JGWH+), including responsibility for PAGS and internal audits.

e Qversee the input of data to the college MAYTAS system for upload by B-wbl to Welsh
Government.

e Ensure that targets set within the Programme specification and by the B-wbl Consortium are
met, for example Learner Voice, HSE requirements, employer surveys, e-track compliance

e Offer support and guidance to the College’s WBL delivery teams on the employer incentive and
other Welsh Government support packages and incentives.

e Inspire and support the College’s Work Based learning delivery teams in order to embed
excellence in operational delivery, learning, teaching and assessment

e Qversee and prepare reports on framework attainment, successful completion and progression
outcomes

o Develop effective relationships with external organisations and partners such as: Regional Skills
Partnerships, consortium members, other WBL providers and other relevant organisations that
support the achievement of the College WBL objectives
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o Develop close working relationships with relevant College curriculum and quality managers to
ensure Work Based learners receive an apprenticeship experience that exceeds the WG
programme specification.

e Co-ordinate the financial profiling/collation of annual planning for both the faculties and 3rd
party (in relation to Work Based Learning), and liaison with Finance to update on any contractual
value decisions at College level.

e Ensure the Work Based Learning provision matches labour market information, local, regional
and national priorities.

e (Co-ordinate the completion and submission of Work Based Learning Self-Assessment Reports
and Quality Development Plans

e Participate and contribute to local, regional and national networks where appropriate (NTfW,
Collegau Cymru, employer networks, business forums, consortium meetings etc)

e  Work with CAMS who line manage staff involved in the delivery of all Work Based Learning
activities to ensure they maintain or exceed set key performance indicators.

General Responsibilities

e Operate within budget constraints, and secure financial control and value for money in all
activities.

e Contribute to a culture of continuous improvement.

e Demonstrate behaviours that are consistent with an open, inclusive and participative
management style.

e Proactively ensure ongoing competence in the job role by participating in professional
development activities

e Comply with all mandatory training requirements including cross-College and those specific
to the job role

e Comply with all cross-College Policies and Procedures and take specific responsibility for the
College’s commitment to diversity, equality of opportunity and for maintaining a safe and
healthy working environment.

e Carry out any other duties commensurate with position, qualifications and experience.

e Keep up to date with all relevant specialist information and developments — including
legislation — and assess impacts, ensuring appropriate dissemination or implementation.

e Participate in relevant industrial opportunities as identified by the line manager.

o  Work to the highest professional standards in accordance with the Staff Code of Conduct
and to comply fully with the College's commitment to equality and diversity.

e All College employees are required to safeguard and promote the welfare of children and
vulnerable adults.

e Adhere to the College's Data Protection Policy and Electronic Communications guidance
including email and internet usage.

e Take reasonable care of your own health and safety, and of the safety of other people in
accordance with College policies and procedures.

e Comply with the requirements of the Welsh Language Standards and contribute towards
facilitating language choice within the College's service and curriculum provision.

The College is committed to the promotion of Education for Sustainable Development and Global
Citizenship (ESDGC), the Welsh language, Equality and Diversity, Essential Skills, Health, Safety,
Safeguarding, Wellbeing and the Environment.

Mae'r Coleg wedi ymrwymo i hyrwyddo Addysg ar gyfer Datblygiad Cynaliadwy a Dinasyddiaeth Fyd-
eang (ADCDF), yr iaith Gymraeg, Cydraddoldeb ac Amrywiaeth, Sgiliau Hanfodol, lechyd, Diogelwch,
Diogelu, Lles a'r Amgylchedd.
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PERSON SPECIFICATION

Selection Essential Desirable Method of
Criteria Assessment
Qualifications e Hold a minimum level 4/5 Assessor awards e Application
& Training qualification in a related A relevant Form
discipline professional
management
gualification
Knowledge & e Proficient in the use of the Experience of e Application
Experience Microsoft Office Suite of managing and leading Form/
applications, particularly Work Based Learning Interview
Excel contracts and/or Selection
e Excellent knowledge of Work Work Based Learning Tests
Based Learning in Wales, teams
including funding, networks
and Welsh Government
strategic priorities
e Experience of budget
management and working to
budgetary and financial
deadlines and targets
e Experience of project
management and delivery to
target
Skills & e Excellent interpersonal and Or C) Ability to meet e Application
Abilities communication skills. and greet in Welsh for Interview
e Excellent people the purpose of Selection
management skills providing customer tests

Ability to analyse, interpret,
manipulate and report on
complex data

Able to work accurately
towards targets and
deadlines.

Excellent organisational
skills

Ability to work effectively
with students, staff and
external customers
Excellent report writing
skills

Either: A) Able to speak
Welsh fluently to contribute
towards providing bilingual
provision or

B) If no knowledge or
limited Welsh skills, be
willing to work towards and
achieve appropriate level
within an agreed timescale

service
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Personal °
Attributes

Approachable, flexible and
professional manner
Strong Team player

Able to use initiative at all
times

Able to demonstrate a
positive ‘can do’ attitude

Interview

Special °
Requirements

Suitable to work with
children and vulnerable
adults

Application
Form/
Interview
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