[image: image1.jpg]BRITISH
TRANSPORT
POLICE



NOT PROTECTIVELY MARKED

	
	JOB DESCRIPTION 
	


Before completing this form, please read the BTP ‘Guide to writing job descriptions for Police Staff roles’ document.
	A.
	POST DETAILS:

	
	Job Title:
	Apprenticeship Levy & Policing Education Qualification Framework implementation Manager
	Current Grade: 
	 
	

	
	Department:
	Learning & Development 
	Area:
	People & Development 
	

	
	Reports To:
	Head of L&D 
	No of Posts:
	1
	

	
	Level of vetting:
	TBC
	
	
	

	
	
	
	
	
	


	B.
	PURPOSE OF THE POST: Why the post exists and what it has to achieve
	

	
	With the introduction of the Apprenticeship Levy on UK employers, this post is paramount in ensuring our apprenticeship requirements are developed to ensure the money is directed to focus on the skills, knowledge and behaviours that are required of the Force.
The purpose of the role is to work with the key business stakeholders and relevant departments and external training providers to ensure our future apprenticeship programmes are fit for purpose in terms of both business needs and the apprentice Levy.
The Apprenticeship Levy Manager will have overall responsibility for the current fund and future funding opportunities applicable to the remit of the Levy and will also be responsible for co-ordination of the management of the administration, reporting, compliance of the company's apprenticeship levy design and implementation of processes and systems. 

This role will also lead on the development of a range of apprenticeship frameworksand standards across the forc including the Policing Education  Qualification Framework for Police officers 
     
	

	
	
	


	C.
	DIMENSIONS OF THE POST The key statistics associated with the post
	

	
	Financial – Direct or Non-Direct
	

	
	Apprenticeship leavy - approximately £980,000 pa (dependant upon size of Force)
	

	
	Staff Responsibilities – Direct or Non-Direct
	

	
	Non direct staff respsonsibiities
	

	
	Any Other Statistical Data
	

	
	     
	


	D.
	PRINCIPAL ACCOUNTABILITIES: What the job is accountable for and required to deliver
	

	
	Lead the implementation of the Apprentice Levy strategy, including communicating the

strategy, coordination of the levy steering, outputs, identifying emerging new programmes and effective engagement with the Force
Provide consultancy, project and change management techniques and disciplines to deliver a robust fit for purpose strategy and that associated project work streams are delivered to scope, plan and budget

Conduct internal and external benchmarking activities to support the emerging apprentice
strategy and ensure programmes are designed and managed to deliver the business objectives

Act as the central point of contact for the implementation of the apprentice levy strategy, liaising with OD, Resourcing and business stakeholders, resolving issues where appropriate

Working with Finance manage the planning and tracking of the apprentice levy budget related to apprentice
Identify, devleop and maintatin opportunites to recoup the apprenticeship levy through inhouse delivery of training whereever possible, Ensuring Employer provder status and Ofsted status is established and  maintained    
programmes at all levels and ensure the implementation is supported by efficient and effective business processes

Manage the governance for apprentice programmes across the Force
Working with Procurement to  identify and select appropriate apprenticeship providers to maximise on Levy contribution
Communicate and consult with Senior Management teams, key stakeholders and internal/external business partners, including government agencies such as DFE, BIS, SFA

Develop the role post implementation into monitoring and conducting continuous auditing of the quality of all BTP apprentice programme delivery, supplier management and provide timely and insightful reporting on audit findings with recommendations on how to achieve and exceed professional standards

Provide data analysis and reporting of registered learning using the new Digital Apprenticeship Service system

Role model and use external and internal best practice in the development and delivery of apprenticeship programmes
Developing, reviewing, amending and promoting policy, guidelines and procedures which sit alongside the requirements of the Apprenticeship Levy.
Matrix management of the the resources required for delivering the project streams, in particular working in liaison with the HR and Recruitment team from a workforce planning point of view and OD & L&D teams from a talent management / skills requirement.

Indentify and develop apprenticeshp dtandards for BTP policing and specailist roles including woorking with profesional standard bodies such as College of Policing and key ecternal and internal providers in implementation and delivery of Policing Education Qualification Framework.  
     
     
     
     
	

	
	
	


	E.
	DECISION MAKING:
	

	
	Make decisions
	

	
	Day-to-day project, process & procedures decisions 
	

	
	Significant say in decisions
	

	
	The role holder will provide subject matter expertise on all apprenticeship activities across the force
	


	F.
	CONTACT WITH OTHERS: The frequent contacts the post holder has with others and for what purpose
	

	
	Internal
	

	
	People & Development teams 

Finance & procurement department 
Senior stakeholders across the force


	

	
	External
	

	
	Other police forces
Training providers
Government departments
External suppliers

	


	G.
	REQUIREMENTS: The skills, knowledge, experience, qualifications and training required to perform the job.
	

	
	Essential Criteria:
	

	
	Qualifications and Training:
	

	
	Degree level
CIPD / business qualification
	

	
	Experience:
	

	
	Experience of fund / budget management or finance 

• Strong knowledge and ability to work with data analysis tools and translate into 
• Previous project management and procurement practice 

• Proven planning & organisational experience of delivery projects in a cross-functional, collaborative organisation
• Proven record of delivering results

    
	

	
	Skills:
	

	
	Ability to manage upwards, laterally and downwards
Ability to design, cost and plan projects to maximise value

Excellent communicator (verbally & written) with the ability to influence and pursuade decision makers

Self-motivated and proactive ability to work on own and to tight deadlines

Customer service approach both internally & externally
 

	

	
	Knowledge:
	

	
	Best practice / knowledge of the Apprenticehsip legislation / Levy, benefits, risks and impact upon the Force
 Best Practice/ Knowledge of Policing Education Qualification Framework and blue light services qualifications     


	


	
	Desired Criteria: 
	

	
	Qualifications and Training:
	

	
	     
     
	

	
	Experience:
	

	
	     
     
	

	
	Skills:
	

	
	     
     
	

	
	Knowledge:
	

	
	     
     
	


	H.
	ANY ADDITIONAL INFORMATION: Information relevant to the role, including any particularly challenging/ difficult aspects of the job. If competencies have been developed for this post, these can be listed here.
	

	
	Flexibility to travel and work across the UK
     
	


	I.
	AUTHORISATION DETAILS
	

	
	Prepared By:
	Colette Osborne
	Date:
	3.4.17
	

	
	Area Commander /FHQ HoD:
	Mike Cowley-Freeman
	Date:
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