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Apprenticeship/Learning Advisor  

Job Description 

__________________________________________________________________________ 

POSITION OVERVIEW 

Department Experiential Digital Global Education (EDGE) Innovation Unit 

Location London, Campus-based 

Term Full-time; permanent  

Salary  £30,000 - £35,000 per annum 

Benefits Generous benefits package including 25 days holiday allowance pro rata 

(excl. Bank holidays), group life assurance, group income protection, 

pension schemes and private healthcare (optional) 

Start ASAP 

 

This is an exciting opportunity to join the College at a time where Degree Apprenticeships are 

a new development, with this person being a key role in the success of Degree Apprenticeships 

at the College. This role reports into the Business Relations Manager. 

We are looking for someone to act as the liaison and lead between the employer and 

learner/apprentice, working closely with the Head of Business Development, Business 

Relations Manager and Operations and Quality Assurance Manager to coordinate successful 

delivery of the pre-apprenticeship/apprenticeship. Acting as the primary contact for the 

learner/apprentice, taking action to ensure that the learning available can be accessed and 

with the employer to ensure that the pre/apprenticeship can be successfully achieved.   

Responsibilities include supporting and co-ordinating employer onboarding, recruitment of 

learner/apprentice and monitoring of support for delivery for both employer and 

learner/apprentice, ensuring that required reviews take place and are effective in assessing 

gaps and opportunities to deliver progress. Manage the day to day relationship with the 

employer and learner/apprentice for this pre-apprenticeship/apprenticeship. 
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About EDGE 

EDGE (Experiential, Digital, Global, Education) is part of Northeastern’s Global Network and is 

dedicated to designing and delivering work-related learning throughout the UK and 

internationally. The EDGE team work remotely, using innovative pedagogical approaches and 

best practice in digital education and collaboration to ensure an excellent learner experience 

for individuals or groups of learners, wherever they are based. The EDGE team currently 

delivers a growing portfolio of work-related learning aligned to digital transformation, data 

science, artificial intelligence, and project management. 

 

DUTIES AND RESPONSIBILITIES  
● Support the Head of Business Development and partner organisations with 

employer engagement, training and workforce needs analysis. 

● Support with recruitment for learners/apprentices to progress onto pre-

apprenticeship/apprenticeship programmes. 

● Working with the EDGE team to co-ordinate on the delivery of the College’s pre-

apprenticeship and degree apprenticeships programmes between the employer, 

learner/apprentice and the apprenticeship team. Act as the day to day point of 

contact for the College’s relationship with the employer for this pre-

apprenticeship/apprenticeship and continually explore opportunities to further the 

College’s relationship with the employer. 

● Organise the support for each learner/apprentice from the start, to ensure the pre-

apprenticeship/apprenticeship can be successful. Ensure completion of the termly 

Tripartite Reviews, and ensure that these are carried out in line with regulations. 

Monitor the learner/apprentice’s off the job training and assist the employer and 

learner/apprentice with putting an action plan in place should a shortfall emerge. 

● Where the learner/apprentice requires an action plan or a referral to other support 

services, ensure these are mutually agreed, monitored and completed in a timely 

manner.   

● Organise and lead the Final Review, ensuring that a thorough assessment using 

evidence against the pre-apprenticeship/apprenticeship takes place and that the 

decision arising is made on this evidence, and jointly with the employer and the 

learner/apprentice. For degree apprenticeships, work with the EDGE team to 

arrange the End Point Assessment as agreed with the employer and apprentice. 
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● Liaise with the EDGE team, the employer and the learner/apprentice to ensure that 

feedback, enquiries, issues, requests or complaints during the pre-

apprenticeship/apprenticeship are monitored and actioned promptly.  

● Ensure that learners/apprentices are making progress in line with anticipated 

milestones and monitor individual progress and trends across the learner cohort, 

highlighting trends 

●  to the Business Relations Manager as part of the pre-apprenticeship/apprenticeship 

reviews each term.   

● Identify and evaluate any risks to an individual learner/apprentice’s or employer’s 

programme success and escalate immediately to the College, taking appropriate 

action to control these risks as part of the overall programme review. 

● Ensure that Learner/Apprentice records are fully compliant with College’s 

apprenticeship policies and procedures at all times. Participate in compliance and 

policy reviews as required. 

● Any other duties commensurate with the level of responsibility of this post, for which 

the post holder has the necessary experience and/or training and as instructed by 

the Business Relations Manager or other management. 

● Foster a positive work environment with a good team spirit, including the wider 

support teams, with student experience at the forefront of all efforts. 

 

About the College 

Founded in 2012, with the aim of providing the highest quality of education in the humanities 

and social sciences, New College of the Humanities at Northeastern has established itself as a 

prestigious higher education institution based in the heart of London. We offer a unique and 

broad liberal arts-inspired curriculum with highly personalised teaching, which may include 

tutorials. The College is undergoing an exciting period of growth, having become part of 

Northeastern University's global network in early 2019. 

 

Person Specification (Essential / Desirable) 

● Experience managing employer and apprenticeships relations, preferably within 

Higher Education and/or Further Education [E] 

● Strong communication (verbal and written) and relationship management skills, 

including effective stakeholder and partnership working [E] 
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● Ability to prioritise workload, exercise good time-management and the ability to 

work to deadlines, and excellent organisational skills [E] 

● Excellent planning and project management capabilities [E] 

● Knowledge of Digital Transformation [D] 

 

APPLICATION PROCESS 

Applications should be made via this link by 20.00, 18 November 2021. Please reference 

your application “AL1021”. Participation in the equal opportunities section is encouraged, but 

voluntary. 

Applications must include a covering letter and a full curriculum vitae.  

Due to the urgency of this role applications will be reviewed on receipt, and it is possible that 

an appointment will be made prior to the closing date of this job advert. Applicants are 

therefore encouraged to submit applications at the earliest opportunity.  

Applications are welcome from all sections of the community and will be judged on merit 

alone. Candidates must be able to demonstrate their eligibility to work in the UK in accordance 

with the Immigration, Asylum and Nationality Act 2006. 

 

https://share.hsforms.com/1p3G6XPo_QD-X7V9aRnSTYQ2peji

