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Job Description – Delivery Coordinator – ASK – New Anglia
	Job Title:– Delivery Coordinator – ASK 

	Location: Home based, with regular travel across the New Anglia LEP (Local Enterprise Partnership) Norfolk/Suffolk. The role will require 2 days per month to be spent in the Charity’s Kent Head Office or in London.

	Reports to Contract Manager – ASK
	Salary: from £24,915 up to £27,763 per annum

	Job Purpose:

· To be accountable for meeting and exceeding outcomes for performance ensuring deadlines are met.  Deliver presentations to students from small groups to larger assemblies to raise awareness of apprenticeships. Deliver workshops to students in supporting them to register and apply for apprenticeships.  Deliver awareness raising sessions to parents and teachers and attending careers fairs and larger events. 
· To support the coordination and booking of school events, working with teachers and careers advisors to assess their school/college apprenticeship delivery to date.  Ensure project delivery assists schools with their statutory duty to provide impartial careers advice and guidance to young people.  
· To work proactively with key partners and stakeholders promoting CXK across the region.

	Main duties and responsibilities:
1. Support the delivery of the Apprenticeship Support and Knowledge for Schools and Colleges programme (ASK), raising awareness of apprenticeships and ensuring quality of operation and student/teacher/parent experience.
2. Provide content and support with the production of newsletters to showcase the project to schools and stakeholders. 
3. Promote CXK programmes ensuring that appropriate contact is kept with funders/stakeholders and that we meet their marketing standards and follow branding guidelines. 
4. Monitor and communicate the positive effect our work has on our beneficiaries making sure we are measuring outcomes, collecting data using the CXK impact framework.
5. Champion the Apprenticeship Support and Knowledge aims by making sure delivery across the supply chain helps to spark an interest in apprenticeship pathways, raising awareness of the different entry levels, progression opportunities and wide range of sectors available through the apprenticeship route. Raise awareness of higher and degree apprenticeship options as an alternative to full time university. 
6. Contribute to CXK’s vision to deliver ASK as a targeted and collaborative offer, working efficiently to gain access to new schools, whilst building capacity, self-sufficiency and sustainability with those already engaged. 
7. Link to our wider support and established contacts, projects commissioned by Careers and Enterprise Company (CEC), the National Careers Service, Career Hubs, CEIAG networks, Local Enterprise Partnerships (LEPs) and Local Authorities to enable greater collaboration, avoid duplication and support schools to provide stronger provision and outcomes. 
8. Participate in local networks, including representing CXK at local committees where appropriate, to ensure the Charity’s role is sustained and information about local needs and demand is shared with partners.
9. Involved with the training for young apprentices who are interested in joining/have applied to join the Young Ambassador Network (YAAN), placing these beneficiaries at the heart of service development and activities, and supporting them in their role of promoting apprenticeships by describing their direct experience.  
10. Support the development of services paying particular attention to the most vulnerable and disadvantaged by working with supply chain partners to identify needs and develop different approaches for SEND and disadvantaged students. 
11. Maintain records and making these available as required by funders/commissioners, and external regulatory agencies.  
12. Complete all relevant paperwork related to the service.  Meet deadlines in-line with the requirements of the contract being worked on.
13. Report contract achievements to the Contract Manager on a weekly telekit and address any identified actions within agreed timescales.
14. Provide data and information to the Contract Manager which informs the monthly and quarterly review of performance.
15. Work to CXK quality assurance standards following a schedule of quality checks including observation of delivery and audits of records including those for planning meetings and follow ups made. 
16. Ensure post event evaluations are completed, and that supply chain partners follow up on feedback, report on themes and develop appropriate strategies to resolve any areas of improvement. 
17. When required carry out regular evidence audits and provide information on any non-conformities to be reported back to the supply chain partner.
18. Support collaborative working between CXK and the supply chain partners to ensure a process of continuous improvement based on the sharing of good practice.
19. Work proactively with other coordinators and delivery staff, in particular ensuring that there is cross contract support within the charity.  Have a sound knowledge base of the CXK offer to be promoted to stakeholders, partners and young people/adults.

20. Ensure all supply chain partners share CXK’s commitment to Health and Safety, Equality and Diversity and Safeguarding. This includes promoting the prevent strategy and British Values.
21. Contribute to the performance of the CXK ASK supply chain across the region to meet contract requirements and set targets and KPIs including; number of schools/students/parents engaged, number of teachers upskilled, number of apprenticeship applications made and number of students registered on Find an Apprenticeship.

22. Directly engage with local partners and stakeholders attending meetings to promote the benefits of ASK.  Ensure efficient and effective provision of the Apprenticeship Support and Knowledge and supporting apprenticeship agenda; acting as representative for CXK in the region. 

23. Regularly delivering presentations about the project to relevant audiences including teachers and careers support staff and other key stakeholders. 

24. Take an active role in relation to own Personal and Continuous Professional Development including attending regular, line manager reviews, appraisal and planning own training and development needs through the use of the CPD file and process.
25. Ensure that all policies and procedures that relate to employment and health and safety are read and understood.  Policies may be revised for time to time so it is your duty to ensure you regularly review policies and procedures. 
26. Undertake any other reasonable duties that may be required from time to time.  The duties may be changed and/or varied to meet changing circumstances at the discretion of Management.
27. Due to the nature of work undertaken by CXK there is a requirement of all employees to work flexibly across the organisation to support teams and projects as required, including working out of hours and weekends where necessary.


All appointees will be subject to an enhanced DBS Check.

Signed by Employee: 

___________________________

Signed by Line Manager:
___________________________
Person Specification: Delivery Coordinator - ASK
	
	Essential
	Desirable

	Qualifications and Training

	Educated to degree level or equivalent experience.
	
	X

	Education to at least A level standard (or equivalent)
	X
	

	Maths and English GCSE grade C/4 or above (or equivalent)
	X
	

	Level 4 Diploma in Career Information and Advice (or equivalent)
	
	X

	A commitment to undertaken all necessary training for the role
	X
	

	Knowledge and Experience

	Proven track record of successfully working towards targets and KPIs.
	X
	

	Experience of engaging confidently and sensitively with schools at a range of levels of seniority up to and including head teacher level.
	X
	

	Previous experience of working on Government funded outcome based contracts. 
	X
	

	An articulate and confident communicator who has significant experience of presenting to and engaging with an audience of children/young people. 
	X
	

	Experience of partnership working with good knowledge of local agencies and support organisations that could support CXK provision.
	X
	

	Proven experience of negotiating/winning/closing new business – both face to face and over the phone. 
	X
	

	Exceptional sales, marketing and networking skills.
	X
	

	Proven experience in carrying out administrative duties and meeting deadlines.
	X
	

	A sound knowledge and understanding of safeguarding policy and process.
	X
	

	Knowledge of apprenticeships and the current landscape including opportunities, levels and progression pathways.
	X
	

	Knowledge of the Careers Guidance sector including the Careers Strategy and Gatsby benchmarks.
	
	X

	Experience of observing sessions and providing feedback to staff.
	
	X

	Experience of contributing to quality assurance activities and creating quality improvement plans to target continuous improvements.
	
	X

	Personal Skills and Attributes

	High level of organisational skills, efficient and results orientated with good time management.
	X
	

	Ability to work constructively as part of a team and independently.  Creative and driven.  Can display innovation. 
	X
	

	Ability to build effective and professional working relationships with young people as clients.  Confident and passionate about inspiring people. 
	X
	

	Ability to build effective and professional relationships with partner agencies and organisations.  Transparent and personable.
	X
	

	Ability to effectively reflect on and evaluate performance in light of feedback.  Resilient with a proactive positive outlook. 
	X
	

	Trustworthy and honest. Can be relied upon to work with integrity to support the wider team’s success. 
	X
	

	Excellent oral and written communication skills.
	X
	

	Effectively able to use of IT to include Word, Excel, PowerPoint, Outlook, internet and social networking sites.
	X
	

	Flexible and adaptable we require staff to work flexibly and travel across the South of England is expected.
	X
	

	Other 

	Ability to work evenings and weekends and attend residentials.
	X
	

	Full, clean driving licence and use of a vehicle. 
	X
	

	No criminal convictions that would affect the ability to work with children and young people.  All those successful will be subject to an enhanced DBS check.
	X
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