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	1. Job specifics

	Job Title:
	Skills Coach 

	Reports to:
	Delivery Manager

	Location:
	Home Based

	Department:
	Delivery



	2. About the role

	What you’ll be doing?
	You will be responsible for coaching and mentoring a group of learners working towards the successful and timely achievement of their apprenticeship programme.

	Key Responsibilities
	Contribute to the Delivery of Excellent Learning Experiences 
Coach and support an agreed caseload of learners in SME organisations and corporate environments.
Work with internal Skills Coaches and academic tutors to provide a link between the classroom and their online learning. 
Collaborate with academic tutors and track learner progression to ensure learners successfully achieve their apprenticeship programme on time.   
Ensure learners are aware and adhere to their 20% off-the-job obligation.
Professionally engage with both employer and learner to provide clear and detailed progression updates and action plans for learners on progress.
Deal with more complex customer questions and complaints in line with Company policy.
Enable learners to navigate and leverage the benefits of the VLE to enhance their learning journey.

Deliver Impactful and Inspiring 1-2-1 Coaching
Through remote working practice, you must observe, review and provide feedback on evidence produced by learners to ensure it is of the appropriate standard to reflect the learner’s knowledge, skills and behaviour and meet the needs of the awarding organisation.
Adhere to and apply quality assurance procedures when reviewing all components of the standards/framework to minimise referrals and meet deadlines.
Hold regular remote review meetings and build a positive relationship with the employer, line manager and mentor to monitor learner progress and plan progression.
Support learners online across a variety of modules specifically helping them apply their skills to their current job roles. 
Utilise effective and proactive online communication techniques to validate task requirements and diagnose areas for learner improvement.
Internal collaboration 
Provide timely and accurate documentation, management information, and reports in line with agreed business processes and KPIs.
Take ownership of own development ensuring Continuous Professional Development (CPD) is kept up to date. 
Assist with projects to support internal and external team needs.
Work with your manager to identify and develop further business prospects. 


	KPIs & SLAs
	Completion of timely and quality driven progress reviews, which ensure learners are engaged and making progress to include:
· Learning activities and smart objectives are set.
· Provision of support was provided in accordance with SLA’s.
· KSBs are met in accordance with timelines set for programme.
· Learning is Impactful in the workplace. 

Achieve or exceed agreed targets of successful programme completion.
Coaching is consistently judged as good or outstanding.
All learner records to be completed on time, accurately, and in accordance with regulations and funding body requirements.
Delivery of a ‘Market-leading Apprenticeship Mind-set’ will be measured by:
· NPS maintained and improved above 60. 
· Quarterly retention rates kept above QAA’s and national averages.
· Quarterly potential achievement rates increased above QAA’s and national averages.
· Learners receive feedback and responses within 24 hours.

	Key Working Relationships
	· Learner, Learner’s manager
· Academic team
· Employer representative
· Mentor
· QA Group Learning & Delivery teams
· QA: Sales, Compliance, Product Development and Quality teams


	
	3. About You

	Skills & Abilities
	· Ability to support learners within their projects to connect learning to real-life work situations.
· Able to coach learners to apply theory to practice and build confidence in using knowledge and skills in their jobs. 
· Have an organised approach with the ability to handle a large caseload of learners. 
· Strong written skills are essential due to the data recording/written feedback element of the role. 
· Ability to motivate learners as well as work to strict deadlines. 
· Able to provide learners with feedback and support on developing KSBs in line with the MSc DTS Level 7 Apprenticeship Standard
· Excellent communication and coaching skills
· Self-motivated with a customer centric focus 
· Able to diagnose learner needs and adapt to their requirements in a remote environment. 
· Guide and influence issue resolution.
· Strong planning and organising skills.
· Ability to solve problems using experience and knowledge to overcome barriers.
· Effective use of remote intervention 
· Skilled in delivering motivational, balanced and constructive feedback.
· Attention to detail with strong administrative skills.
· Able to manage own time and prioritise appropriately.


	Your Experience
	You will have recent industry experience in an IT / Technical role.
You may also have recent teaching experience in these disciplines at undergraduate or post graduate level. 
A good understanding of current technical principles and applications including cloud computing, data analytics, cybersecurity, and AI. 
Experience of coaching mentoring and supporting others in a workplace environment.


	
Your knowledge
	· Awareness of Equality and Diversity
· Up to date knowledge of legal policy requirements including Safeguarding, Prevent and Health and Safety 

	Your Qualifications
	· A Master’s level qualification in an IT or related field 
· coaching qualification or willingness to work towards one.
· Qualifications/suitable experience in your specialist area


	What you’ll bring to QA
	· Passion and enthusiasm for helping learners to succeed.
· A flexible, resilient and pro-active approach
· An ability to work independently and collaborate within the wider team.
· Willingness to undertake appropriate checks such as DBS, BPSS, DV, Disclosure Scotland etc.
· Willingness to undertake and maintain CPD 




	4. About QA

	About us
	We shape the next generation of technologists, leaders and innovators.
By powering potential – the potential of over a quarter of a million learners a year. We empower them to push boundaries and thrive in the workplace.
Why we do learning.
For over 30 years, we’ve worked in technology – where the impact of great learning is changing the world.  
A bold statement but hear us out. We are right at the centre of a technological revolution. Devices are not just connecting people, cities and countries – they are connecting to each other, collecting data and using it to learn and make themselves better. Soon we will have cars that can drive themselves, fridges that make sure we never run out of milk and computers that can learn from their own mistakes.
Driving this revolution? People. 
And this is where we come in.
People advancing their knowledge of technology – to enrich society – build a new culture – to better how we live our lives, and how we work together.
People are learning to use technology to drive phenomenal change. This is our passion – powering their potential.

	We promise to be
	Bold
· Ambition is great. We set ambitious targets – holding ourselves and others to ever-higher standards.
· We contribute (insightfully) to the debate inside and outside QA.
· We move. Quickly. We respond to your needs – fast.
Collaborative 
· We spend time getting to know you – our learners and our customers – to earn your trust. 
· We connect a solution to your problem – we have myriad of different services to help you. 
· We’re the positive person who actively gets stuck into solving problems. 
Progressive
· We embrace change – and support it.
· We challenge ourselves to use the latest technologies and methods – no matter how revolutionary.
· We’re curious – about what you do; about what the person next to you does; about our customers and our learners

	What’s on offer?

	Learning is not just a service we provide, it’s a way of life at QA, and we try to ensure that everyone has the opportunity to take advantage of our huge and varied range of learning and development options. Everyone is eligible for 3 Training Days every year, to focus on subjects they’re interested in.
We also know that many people like to “give back” and so we offer 2 paid Charity Days each year to support your chosen charity in whatever way you choose.  And if you get involved in charity fundraising, QA will also double any sponsorship money raised, up to £250.  This is over and above the charitable activities that we encourage through our annual QA fundraising drives – you can get involved with this as much or as little as you like.  We see it as a great way to foster team building too.
We all need to take time out to recharge our batteries from time to time and enjoy some down time, so we provide a fairly generous 25 days’ holiday per annum (rising to 28 days after 5 years) – with the option to buy more if you wish.
It’s important, too, to plan for the future and ensure we are able to maintain the lifestyle we have worked so hard to achieve, once we retire from the hurly burly and slow down to enjoy our later years, so we offer a defined contribution pension plan and will match your contributions up to a maximum of 4% of your basic salary.
Then there are two of our core benefit offerings, not the most exciting, but we consider it important to ensure everyone has the peace of mind provided by Life Assurance (4x your basic salary) and Permanent Health Insurance (after a qualifying period) in the event that ill health, or worse, disrupts our plans.
And finally, a few fringe benefits to assist with travel and lifestyle choices:
· Season ticket loan.
· Corporate gym membership
· Cycle to work scheme
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