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Job Description
Job Title:  Employer Engagement and Apprenticeship Officer
Department: Development
Service: Economic Development
Section: Employment & Skills
Grade: H
Post reference number:
1 Job Purpose
The Employer Engagement and Apprenticeship Officer will provide a tailored service to support employers to recruit and in doing so increase the opportunities available to those individuals who are furthest from the labour market.

Taking an employer focused approach, the post holder will work with the employer to develop a bespoke package of recruitment and people development solutions based upon meeting their recruitment needs at all levels. In addition, the post holder will have a particular focus on stimulating and nurturing demand for Apprenticeships from employers (with a focus on specific sectors as defined by the project), increasing the number of Apprenticeship vacancies and uptake of these vacancies by unemployed residents. 

The post holder will also develop strong working relationships with project delivery organisations to ensure provision meets the needs of local people within the projects defined geography and help capacity build them to improve local performance.
The Employer Engagement and Apprenticeship Officer will play a key role in connecting local employers with talent across the city, helping businesses recruit the people they need while creating meaningful employment opportunities for residents, particularly those furthest from the labour market.

Taking a proactive and employer-focused approach, the post holder will work directly with businesses to understand their workforce needs and develop tailored recruitment and workforce development solutions. This will include promoting and expanding the use of apprenticeships, working with employers in priority sectors to increase apprenticeship opportunities and support more local residents into high-quality training and employment pathways.

The role will also involve building strong partnerships with training providers and delivery organisations to ensure programmes are aligned with the needs of both employers and local communities. By working collaboratively with partners, the post holder will help strengthen local provision, improve performance and ensure that employment and skills initiatives deliver real impact for residents and businesses across the city.

Working within a dynamic and evolving policy landscape, the post holder will contribute to the delivery of key project outcomes and performance targets, including those linked to programme objectives, local demographic priorities, the Council Plan, and relevant national government initiatives. The role requires a flexible and proactive approach, adapting activity to respond to changing priorities while ensuring the service continues to meet the needs of employers, residents and the wider local economy.

2 Principal duties and responsibilities
1. To proactively identify and engage employers not previously engaged with the service with a view to increasing the uptake of the Good Employment Hub services.

2. To work directly with employers (focussed on specific sectors as defined by the project) to develop robust recruitment and people development plans and provide expert advice on the delivery options available to meet their needs.

3. To act as the local expert on the ‘Apprenticeship Offer’ to raise awareness of and increase the uptake of apprenticeships.

4. To develop specific projects relating to driving up apprenticeships and recruitment of specific target groups into local opportunities.

5. To support individual projects and events to promote sector focussed opportunities, Apprenticeships and wider job vacancies to employers and residents.
6. To maintain an up to date understanding of the skills, employment and apprenticeship offer to employers, including how they benefit the business, the local economy, the labour market and how their behaviour may be affected by key changes in government skills funding policy.

7. To work with colleagues both within the service area, other sections of the council and partner agencies to devise appropriate employment solutions to meet employer needs and to negotiate resources to support delivery.
8. To support project management activity by monitoring the delivery and performance of project partners, whilst supporting partners to embed an on-going programme development regime.
9. To work with community based partners and jobcentre plus to ensure that jobseekers are identified, enrolled and appropriately skilled to meet employer requirements.
10. To work with partners to maintain a database of skilled, trained ready for work job seekers.
11. To oversee the delivery of the recruitment and selection process/action plan, assessing job seekers applications against employer specifications where appropriate.

12. To develop and deliver pre-employment activities where appropriate commissioning services from partners in line Nottingham City Council’s Commissioning Framework and procurement processes.

13. To maintain appropriate performance management information systems. 
14. To manage individual projects against set budgets providing monthly progress reports against key performance indicators.

15. To support the delivery of other Nottingham Jobs Hub and NAS related initiatives as and when required.
1.Employer Engagement
Proactively identify, engage and build relationships with employers across priority sectors to promote the services of the Good Employer Hub and increase employer participation in recruitment, apprenticeships and workforce development initiatives.

2.Employer Workforce Solutions
Work directly with employers to understand their workforce needs and develop tailored recruitment and skills solutions, providing advice on employment programmes, apprenticeships and workforce development opportunities that support business growth.

3.Apprenticeship Development and Promotion
Act as a key point of expertise on apprenticeships, supporting employers to understand the apprenticeship system and increasing the creation and uptake of apprenticeship opportunities for residents.

4.Programme and Project Development
Design and deliver targeted initiatives and projects that increase apprenticeship opportunities and support priority groups, particularly those furthest from the labour market to access employment and training.

5.Events and Sector Engagement
Plan and support the delivery of events, campaigns and sector-focused initiatives that promote employment opportunities, apprenticeships and career pathways to employers and residents.

6.Labour Market and Policy Awareness
Maintain a strong understanding of the employment, skills and apprenticeship landscape, including national policy developments and government initiatives, ensuring advice provided to employers reflects current opportunities and funding mechanisms.

7.Partnership Working
Work collaboratively with colleagues across the Council, training providers, community organisations and other partners to develop integrated employment and skills solutions that meet employer demand and support residents into work.

8.Programme Monitoring and Partner Support
Monitor the performance of delivery partners and commissioned providers, supporting continuous improvement and ensuring activity contributes to agreed project outcomes and performance targets.

9.Employment Pathway Coordination
Work closely with community organisations, employment services and Jobcentre Plus to identify and support jobseekers into appropriate training and employment opportunities aligned with employer demand.

10.Talent Pipeline Development
Support the development and maintenance of a pipeline of work-ready candidates through effective collaboration with partners delivering training, employability support and pre-employment programmes.

11.Recruitment Support
Coordinate recruitment activity with employers and partners, supporting the matching of candidates to vacancies and ensuring recruitment processes are inclusive and accessible.

12.Training and Pre-employment Programmes
Support the development and delivery of pre-employment training programmes, commissioning provision where appropriate in line with Nottingham City Council’s procurement and commissioning processes.

13.Performance and Data Management
Maintain accurate records of employer engagement activity, programme participation and outcomes using relevant performance management systems.

14.Project Delivery and Reporting
Support the delivery of projects against agreed budgets, timelines and performance targets, providing regular progress updates and performance reports.

15.Flexible Programme Delivery
Contribute to the delivery of wider Employment & Skills Hub initiatives and programmes, responding flexibly to emerging priorities linked to the Council Plan, government programmes and local economic development priorities.
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	Areas of 

responsibility
	Requirements
	Measurement
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	A
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	I
	D

	Economic

Development, Employment and Skills
	Operational experience of delivering Government skills initiatives and up to date understanding of these policies, particularly Apprenticeships and the ability to relate the impact of these policies on employers and labour market (both locally and nationally)


	
	(

	
	
	

	
	Recent experience of working with employers and employer bodies on recruitment and skills issues 


	
	(

	
	(

	

	
	Understanding of local, national and global economic environment 
	
	(

	
	(
	

	
	Understanding of local employment and skills challenges and appropriate methods of intervention.
	
	(

	
	(

	

	
	Knowledge of current national policies and strategies relating to the skills agenda, in particular Apprenticeships, the Skills Funding Agency’s Skills Investment Policy, the remit of the National Apprenticeship Service and DWP’s Welfare Reforms

	
	(

	
	
	

	
	Understanding of recruitment processes, application sifting, interview, identification of skills gaps and ability to provide feedback to candidates and partners.
	
	
	
	
	

	Strategic/Project Management


	Experience of driving objectives through the development of robust strategies and meaningful delivery of actions with extensive partner involvement.
	
	(

	
	(

	

	
	Effective organisational planning skills and the ability to deliver events and projects with tight deadlines and to resolve urgent situations.
	
	
	
	
	

	
	Proven track record of successfully delivering projects and targets, exercising budgetary and performance controls and achieving results whilst considering and meeting the needs of all stakeholders.
	
	(

	
	
	

	
	Ability to work in a business focused way to implement improvements and processes within a complex political, administrative and multi-agency environment.
	
	(

	
	
	

	Partnership/Team Working
	Ability to work with public and private sector organisations to develop and implement delivery plans to achieve set objectives
	
	(

	
	(

	

	
	Ability to work within complex political, administrative and multi-agency processes to bring about change.
	
	(
	
	
	

	
	Proven ability to work flexibly across teams, adapting quickly to change.
	
	
	
	(

	

	
	Ability to work on own initiative with minimum supervision within a team environment.
	
	
	
	
	

	
	Ability to anticipate, interpret and manage changing environments and achieve positive outcomes through influence and negotiation.
	
	(

	
	
	

	
	Ability to articulate the benefits of; working in a the project defined sector, Apprenticeships and other Jobs Hub services.
	
	(

	
	(

	

	Communication/

Managing Information
	Strong interpersonal (particularly, influencing and negotiating skills) and social skills with a self-awareness of how personal communications style impacts on others behaviour. 


	
	
	
	(

	

	
	Ability to design and deliver high quality presentations to a range of audiences
	
	
	
	
	

	
	Ability to produce concise and factual briefings and reports for senior management.
	
	
	
	
	

	
	Able to respond sensitively and constructively to difficult situations and promote the organisation positively internally and externally
	
	(

	
	(

	

	Work to promote Respect and Good Relations
	Knowledge and understanding of the City Council’s Equality and Diversity Policy and methods of achieving objectives.
	
	
	
	(

	

	Work Related Circumstances
	Able to work outside of normal office hours as necessary to fulfil the duties of the post.
	
	(
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	Experience

Experience of engaging employers to understand workforce needs and develop recruitment or workforce development solutions.

Experience of supporting the delivery of employment, skills or apprenticeship programmes that support individuals into work or training.

Experience of working collaboratively with partners such as training providers, community organisations, employer networks or public sector agencies

Experience of delivering projects or programmes with defined outputs, performance targets and deadlines.

Experience of organising and delivering employer engagement activities, sector events or employment initiatives.

Experience of working with employers in priority sectors such as healthcare, green skills or digital industries.

Knowledge

Knowledge of the apprenticeship system, including how employers access apprenticeship training and funding.

Understanding of local labour market challenges and barriers faced by individuals seeking employment, particularly those furthest from the labour market.

Awareness of current employment and skills policy, including national government initiatives, local economic strategies and the role of local authorities in supporting employment and skills delivery.

Awareness of regional economic development and skills priorities, including the role of the East Midlands Combined County Authority (EMCCA) in shaping skills investment employer engagement and workforce development across the region.
Understanding of inclusive employment practices and the role of employment and skills programmes in supporting social mobility and economic inclusion.

Skills and Abilities 

Ability to build strong relationships with employers and stakeholders and influence decision making.

Ability to analyse employer workforce needs and develop appropriate recruitment or workforce development solutions.

Ability to act as a broker between employers, training providers and employment support organisations to create employment and apprenticeship opportunities.

Strong communication and presentation skills with the ability to provide clear advice to employers and partners.

Ability to organise and manage multiple priorities, projects and deadlines effectively.

Ability to monitor performance, analyse programme outcomes and maintain accurate records using relevant systems.

Ability to work collaboratively across teams and organisations to deliver shared objectives.


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


�Can this be updated please to include relevant policy considerations (including EMCCA)





