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	Role Profile
	

	Job Title:
	Apprenticeship Onboarding Officer

	Grade:
	Grade 3

	Reports to:
	Apprenticeship Operations Team Leader

	Location and Working Pattern:
	Hybrid – into nearest office

	Department:
	Apprenticeship Operations

	Vetting required:
	Enhanced DBS



	About the role
	

	Summary:
	As an onboarding officer, you will be responsible for onboarding apprentices on to their chosen Apprenticeship. 
Your primary focus is to successfully enrol our learners on to their apprenticeship programme in line with operational KPI’s and SLA’s whilst maintaining a high level of accuracy, quality and attention to detail. 

	Role Responsibilities:
	· Manage a caseload of learners and guide each of them through the onboarding process from application to start date.
· Conduct enrolment calls with eligible learners and their employers.
· Explain the Apprenticeship journey in a learner-centric manner, providing the right level of information and clearly set expectations of what is required whilst on programme.
· Timely and successful completion and submission of all required documentation or information in-line with regulations and governance.
· Demonstrate a high level of accuracy in submitting learner data to minimise compliance issues, meaning a high ‘first time right rate’. 
· Ensure a first-class onboarding experience is delivered to Learners, Line Managers, and other internal stakeholders at all levels.
· Escalate risks to the Operations Team leader to ensure appropriate action is taken to mitigate them. 
· Maintain strong relationships with sales teams, ensuring clear and regular communication and collaboration.

	Your Experience/Skills:
	· Working to defined deadlines where high levels of accuracy are required.
· Experience working within an office environment or customer service role dealing with internal and external stakeholders
· Experience of working in Apprenticeships or Education (Desired)
· Able to work under pressure whilst maintaining professionalism, attention to detail and accuracy.

	Key Competencies:
	· Highly organised and efficient
· Works well under pressure
· Excellent attention to detail
· Resilient; able to adapt to change
· Team Player
· Positive approach to problem solving
· Collaborative

	About QA
	At QA, we believe the future belongs to organisations that are able to learn, master and apply new skills at pace and scale. As the largest tech training company in the UK and the fastest-growing in the US, we partner with 96% of the FTSE and most of the Fortune 500. We have served over 4,000 customers and 1+ million learners since 1985.

We believe skills alone aren’t enough but need to be applied back to the business in order to effect change. We do this through tailored learning programmes that connect learning across an organisation’s siloes, create continuity for learners, and feature collaborative, cohort-based modalities to apply skills at pace and at scale. Our unique end-to-end learning solution draws from deep expertise across apprenticeships and instructor-led training, and self-paced learning.
Please find out more about us at https://www.qa.com/about/careers/


	Safeguarding Statement 
	QA is committed to safeguarding and promoting the welfare of children, young people and adults with care and support needs. We hold the expectation that all staff share this commitment in creating a safe and inclusive environment and as an organization, we comply with relevant legislation and best practices in safeguarding and safe recruitment.
 
This post is exempt from the Rehabilitation of Offenders Act 1974 and a comprehensive screening process will be undertaken on successful applicants including: 
· an enhanced disclosure check 
· Child Barring list check
· qualification checks
· online checks 
· medical fitness
· identity and right to work
All applicants will be required to provide two references covering the previous three years and a Criminal Declaration form must be completed and returned ahead of interview.
 
We look forward to welcoming dedicated individuals who share our commitment to safety and well-being.
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