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Role Profile – Part 1

	Job Title:
	Health Apprenticeship

	Reference Number:
	UNI4/JCa/449

	Salary:


	£18,000 pro rata per annum 

	Length of Contract:


	12 months 

	Working Hours:


	37 hours per week

	Company: 

	University of Sunderland 

	Location:


	Sciences Complex, City Campus

	Main Purpose of Role:


	The Health apprenticeships in the Faculty of Health Sciences and Wellbeing have been running for several years.  The apprenticeships lead to a professional qualification in nursing or biomedical sciences.

The main purpose of this role is to support the academic team in the effective delivery of these apprenticeships, ensuring that all ESFA and professional standards are met.

The intern will be responsible for providing robust administrative support to the academic team which will include a review of processes/systems across the broad spectrum of appretniceship activity in order to inform future programme delivery.
Review, develop and embed a full administrative process review to enhance and assure the continued delivery of health apprenticeships.  Liaising with key stakeholders across the University to ensure all parties needs are met and concluding this review with an in-depth report to provide recommendations on the future resourcing structure that assures continued programme success.

•
Actively support the academic lead in the effective management of the apprenticeships to meet ESFA standards, arranging appointments, and providing adminstrative support to to the academic team.

•
In collaboration with the academic lead, circulate dates of sessions, collate responses and provide confirmations to apprentices regarding tri-partite meetings, timetabling and student concerns.  Accurately maintaining a database to support the effective management of resources.

•
Liaise with relevant University departments to facilitate the continued support of apprentices who have complex support and learning needs.

•
Work closely with the academic lead and programme team to facilitate effective delivery of the apprenticeship programmes

•
Undertake a continual review of all tri-partites to ensure ESFA standards are met.

•
Coordinate and support delivery of teaching on and off campus

•
Co-ordinate programme team meeting, writing accurate minutes and coordinating actions in a timely manner.
•
Undertake an annual review of apprenticeship standards to ensure all apprenticeship programmes are meeting ESFA and professional standards


	Special Circumstances:
	


	Part 2A

Qualifications and Professional Memberships:

Experience, Key Knowledge and Expertise:

Part 2B: Key Competencies

Competencies are assessed at the interview/selection testing stage
	Essential:
•
Educated to degree level.

· Previous experience in a role involving planning, organising and supporting of customer focused activities.

•
Previous experience in a role requiring strong attention to detail and coordination of multiple projects or activities within conflicting deadlines.

•
Proven awareness and understanding of issues relating to living with long term health conditions.

•
Demonstrable understanding of data protection and confidentiality.

•
Strong IT skills and specific competence in the use of Excel and Access for data reporting.

•
Proven understanding of linkages between NHS and Higher Education institutions.

Desirable:
•
A proven understanding and interest in pursuing a career in the NHS or related healthcare environment.

Excellent communication (both verbal and in writing) and presentation skills to communicate information to a variety of audiences with varied understanding of the subject matter.
Exceptional interpersonal skills in order to develop appropriate and effective working relationships.
Able to demonstrate an appropriate empathetic and sympathetic approach and understanding when interacting with PCPI participants.
A positive, flexible and can do approach to delivery of exceptional customer service.

A creative approach to problem solving with proven ability to review current systems and processes, identify opportunities for streamlining working practices and identifying new ways of working.


	
	


PAGE  
Page 2 of 2

