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BPP Job Description


Job Title		Apprenticeship Onboarding Executive

Department		Apprenticeship Operations

Location		Manchester St James

Additional details	Hybrid 

Contract type		Full time and fixed term	

Hours of work		37.5 per week

Reporting lines	Apprenticeship Onboarding Team Leader


Job Purpose

This role sits within the busy Apprenticeship Operations Team, who are responsible for managing applications across the entire BPP Apprenticeship portfolio. The role involves reviewing applications against entry criteria set by the different academic areas, whilst adhering to the apprenticeship funding rules set by the Department of Education (DfE). 

Key Responsibilities 

· Manage own caseload of applications through the full onboarding journey, making decisions to accept or reject an application based on set criteria.  
· Collect and verify supporting documents such as VISAs, prior qualifications, job descriptions, contracts and funding arrangements. 
· Ensure all paperwork is compliant with regulatory bodies such as Ofsted and the DfE. 
· Provide clear and tailored advice about the requirements and expectations of BPP’s apprenticeships and funding requirements. 
· Ensure accuracy in the student management system. 
· Develop a detailed understanding of the apprenticeship funding rules set by the DfE and keep up to date with changes. 
· Build knowledge of the UK VISA and Immigration’s policies and procedures 
· Build & maintain excellent working relationships with key internal stakeholders such as account managers, academic leads and client service teams.  

Skills, experience & qualifications required - Essential

· Excellent communication with a positive telephone manner and the ability to build rapport and maintain empathy with students and clients 
· Highly organised with the ability to manage your own workload

· Ability to effectively manage client and internal stakeholder relationships, promptly responding to queries, ensuring expectations are managed 
· IT literate and can pick up new systems quickly 
· Passionate about client service with a positive approach to dealing with people 
· Proactive, highly motivated and adaptable to changing priorities and workloads
· Ability to respond to and work within a fast-paced environment

Skills, experience & qualifications required - Desirable

· Ability to create and maintain accurate/accessible and organised documentation 
· Experience of providing advice on and explaining complex administrative procedures 
· Experience of working with defined KPI’s (Key Performance Indicators) and SLA’s (Service Level Agreements) 


BPP part of Lyceum Education Group actively promotes equality of opportunity for all with the right mix of talent, skills and potential, and welcomes applications from a wide range of candidates. BPP will select candidates for interview based on their skills, qualifications and experience. Please note that for those posts that are exempt from the Rehabilitation of Offenders Act 1974, the successful candidate will be required to undertake a DBS check in addition to BPP undertaking any necessary online searches. This is deemed appropriate and necessary from a safeguarding perspective, and in line with BPP safer recruitment practices
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