BPP Job Description

Job Title Partnership Relationship Officer

Department School of Technology - Business Development

Location London Waterloo

Additional details Home Based

Travel requirements (if applicable) As required to external events.

Contract type Full time and permanent

Hours of work 9:00 – 5.30pm (37.5 hours)

Reporting lines Strategic Client Partner for Healthcare & Nursing. 

Job Purpose

The purpose of this role is to provide administrative support for the Strategic Client Partner for Healthcare & Nursing through excellent service and delivery, by measuring and meeting defined SLA objectives, being responsive to client and apprentices pre-onboarding requests and requirements. 

Working closely with key internal departments, and externally with healthcare partners at all levels, the Partnership Relationship Officer will be responsible for ensuring healthcare apprentices are onboarded efficiently and in a timely manner. 

Being an ambassador for BPP both internally and externally, which means communicating and promoting the vision and direction of the company with passion, whilst also being aware of BPPs reputation within the NHS and within the Healthcare sector.

Key Responsibilities

· First point of contact for new enquiries from new Partners.
· Sending out marketing and other information, from new enquiries handbooks, to planners, timetables or factsheets.
· Meet with partners to discuss apprenticeship programmes and potential new
cohorts.
· Attend and participate in information sessions with clients and candidates.
· Processing employer documents including Contracts, Practice Learning Partnership Agreement (PLP) and Major Modifications (a Nursing & Midwifery Council legal Document)
· Compiling quarterly KPI reports and analysis.
· Assisting with forecasting and updating Salesforce.
· Attending discussion group meetings for regional teams, e.g. East of England Community of Practice, ICBs etc. 
· Attending meetings with onboarding team to advise about upcoming cohort
numbers.
· Liaising with funding team regarding levy transfers.
· Use performance management information, including performance measures to understand, predict and improve service performance.
· Undertake, where required, other responsibilities and duties including work related to all areas of business, on behalf of the organisation, where this is commensurate with the grade of the post. This may entail working from other locations to support partner meetings, job fares, onboarding, and apprenticeship open events.
· Liaising with marketing regarding material.
· Advising and updating Operations with changes to apprentice numbers and
changes to cohort.
· Checking deployment sheet is updated and liaising with relevant teams regarding any changes.
· Producing and updating process documents and FAQs.
· Supporting new staff and team members.

Skills, experience & qualifications required – Essential.

· Experience in a customer service role.
· Excellent communication skills (both written and verbal) at all levels, along with active listening skills.
· Strong administrative skills along with close attention to detail.
· The ability to effectively plan, organise and prioritise workload in line with SLAs and KPIs.
· Experience of coordinating operational processes.
· Demonstrable experience of building and maintaining strong relationships with key internal and external stakeholders and managing their expectations.
· Digitally literate with a working knowledge of MS Outlook, Excel, Word, and
PowerPoint.
· The ability to collaborate effectively as part of a team.
· Strong problem-solving skills with the ability to identify issues and suggest
appropriate solutions.
· The ability to be proactive and input ideas to improve procedures and processes.
· Experience of working with data, data management and data analysis.
· Experience of document maintenance/management

Skills, experience & qualifications required – Desirable.

· Experience of working within the Higher Education sectors.
· Experience in a nursing or administrative position within the NHS
· Experience of working within the Healthcare sector.
· Experience of working within an educational or academic environment.
· Experience using Banner and/or Salesforce.
