Job Title: Performance Support Co-ordinator 
Department: Professional Qualification
Location: Home and office based (Manchester or London)
Reporting to: Manager
Job Purpose
As a Performance Support Co-ordinator, you will play a key role in supporting accountancy and tax apprentices throughout their apprenticeship journey. Your role will involve administrative support including call scheduling and attendance tracking to ensure learners receive a seamless and positive experience. 
Key Responsibilities
· Coordinate learner call scheduling using internal systems and trackers, ensuring timely booking and rescheduling of calls.
· Reschedule missed or changed calls by updating calendar invites as well as manage check in on Learner procedures by tracking tentative calls, completing chase actions.
· Monitor daily attendance and follow up with learners to confirm participation or rearrange missed appointments.
· Update calendar invites and progress trackers with accurate call details, including coach links and learner availability.
· Respond promptly and professionally to learner queries via email and telephone.
· Maintain up-to-date knowledge of all Professional Qualification (PQ) and apprenticeship programmes to ensure accurate and relevant support. Collaborate with programme leads and delivery teams to ensure consistent messaging and up-to-date information is shared with learners.
· Any other operational duties that may be required by the team including, but not limited to, providing support if required for apprentice queries and end point assessment. 
Knowledge, Skills, and Experience Required
· Excellent organisational and administrative abilities
· Ability to manage multiple tasks and prioritise effectively.
· Demonstrate a proactive mindset and a willingness to identify and recommend process improvements.
· A learner-focused mindset with a commitment to delivering excellent service.
· Strong communication skills, both written and verbal.
· Proficiency with digital tools and systems used in learner support.
· Experience in a customer service or administrative role is desirable.
Additional Information
The successful candidate will be required to undergo a DBS check. This post is exempt from the Rehabilitation of Offenders Act 1974 and requires disclosure of any convictions, cautions, reprimands, and final warnings not protected under the Act.
