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Apprenticeship Services Advisor
Location
UK Remote
Reports to
Apprenticeship Services Operations Manager
Department
Apprenticeship Services Department
Employment Type
Full-Time, 37 hours per week, Monday to Friday.
Job Summary
Support the Apprenticeship Services Department with the onboarding and retention of employers and learners on the pharmacy apprenticeships, to deliver an enhanced service experience for employers and learners.

Key Responsibilities
· Act as the ASD specialist for understanding and advising on pharmacy related matters
· Support the enrolment of new learners onto pharmacy apprenticeship programmes by completing activities such as:
· Skills scans
· Advise on placements, rotation and worksite suitability
· Advise on eligibility based on prior qualifications
· Advise on Workplace Training Supervisor suitability
· Support IAG calls for complex cases
· Advise on suitability of training plans and support with tailoring them to meet the needs of individuals and employers, whilst ensuring they meet apprenticeship requirements
· Reviewing screening results and advising employers on suitability/additional support training, prior to or alongside, the apprenticeship programme
· Reviewing any concerns on Fitness to Practise declarations screened by CST and refer to the FtP committee where appropriate.
· Maintain accurate records
· Liaise with Buttercups Teams to raise concerns to employers, where appropriate
· Participate in standardisation and quality driven activities and projects as required
· To work in line with all other relevant policies and procedures, at all times
· To undertake additional reasonable duties outside ASD when required such as supporting with TLA support assessors or CST on queries/IAG for other courses


Person specification

	Knowledge, Skills & Behaviours
	Essential
	Desirable

	Qualified & registered Pharmacy Technician
	Yes
	

	Experience in training and/or education
	
	Yes

	Assessing qualification
	
	Yes

	IAG qualification
	
	Yes

	Knowledge of the GPhC Standards for the initial education and training of pharmacy technicians and current apprenticeship standards for pharmacy technicians and pharmacy support staff
	Yes
	

	Knowledge of Ofsted requirements and end-point assessment
	
	Yes

	Excellent communication skills both verbal and written
	Yes
	

	Ability to use Word and Excel including the use of formula
	
	Yes

	Excellent organisational skills
	Yes
	

	An ability to influence and motivate employers and learners
	Yes
	

	An understanding of the current roles and responsibilities of pharmacy technicians and support staff including cross-sector placements
	Yes
	

	Ability to manage a constant workload with conflicting demands to achieve timely targets
	Yes
	

	Ability to work effectively as a member of a team or alone
	Yes
	

	Commitment to high professional and personal standards
	Yes
	

	Flexible attitude
	Yes
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