
Head of Apprenticeships (FI Online and Midlands)

Overview:

First Intuition (FI) are a provider of apprenticeship and commercial training to a variety of professional
disciplines. We pride ourselves on providing a personal approach to training, where people are at the
heart of everything we do.

This role presents the opportunity to join FI at an exciting time as we emerge from the challenges
presented by COVID-19 stronger than ever having recently won a new national client alongside growth in
our Online and Public Sector offerings.

You will join at a point where you can help lead the delivery of our apprenticeship programmes (we offer
programmes for Levels 3- 7) to Online, Midlands and Public Sector learners. You will be supported to
build and grow a team that is passionate about providing great learner support and ensure that we have
everything needed in place to ensure the success of our learners.

If you are someone that is looking for an opportunity to take real ownership of our learner support, if you
are ambitious and always wanting to make things better and if you are passionate about providing a great
service - this is the role for you.

Key Responsibilities:

Management of the skills coach team: You will build, manage and lead a team of skills coaches who will
provide critical support to the progression and completion of our apprenticeship learners. Tasks will
include, but not be limited to:

● Managing existing skills coach team
● Recruiting and onboarding new coaches
● Working with the FI London Apprenticeship Manager to adopt and share best practice in team

training and development
● Working with FI London Apprenticeship Manager to support short term peaks/gaps in coach

demand across FI Limited

Ensuring the quality and compliance of apprenticeship delivery: You will be responsible for the quality and
compliance of the apprenticeship delivery to our Online, Midlands and Public Sector learners. This may
include, but not be limited to:

● Working with our central and London based teams to ensure our delivery meets OFSTED, ESFA
and internal quality requirements

● Retaining full and up to date knowledge of Apprenticeship funding regulations and guidance
● Ensuring that systems used for monitoring and tracking progress of our apprenticeships is kept

up to date
● Oversee apprentice cohort allocation to Skills Coaches and monitor to ensure appropriate levels
● Attendance at monthly quality meetings and other governance meetings

Taking responsibility for making sure we are providing a great educational experience for our apprentices:
We believe that this role will play a crucial role in the success of our apprentices. This may include, but
not be limited to:

● Monitoring programme aims and objectives - including the progression and completion rates of
learners

● Proactively working with the skills coach team to find ways to improve our service to apprentices
● Scheduling and planning the delivery of our “Impact Skills Programme” for FI Midlands



● Providing reports and analysis to management/board on all quality and compliance matters for FI
Online and Midlands

Supporting our client engagement: As a growing number of employers look to take advantage of the
benefits offered from apprenticeship programmes, you will work with the client team to help engage,
inform and grow our client base. This may include, but not be limited to:

● Providing information, advice and guidance to existing apprenticeship clients and apprentices and
new potential employers and apprentices.

● Involvement in client engagement processes, ensuring pitch documents are compliant, ensuring
contractual terms are compliant, ensuring client engagement team are well trained in all
compliance matters

● Support the Admissions Manager and Client Service teams in the review of eligibility of client
learners

● Attendance at regional sales meetings

Coaching learners: As part of your team leadership activities, you may be required to coach a cohort of
on-programme learners . This may include, but not be limited to:

● Holding regular progress review meetings and check-ins
● Reviewing and providing feedback on submitted work
● Supporting learners in their preparation for their EPA

Administrative: We are a small, ambitious and growing company. As such, you will also be required to
perform a range of administrative tasks to ensure the efficient functioning of the team. This may include,
but not be limited to:

● Dealing with correspondence and answering incoming calls
● Following up on phone calls and contacts as appropriate
● Implementing and maintaining administrative systems

Skills and Experience:

Essential:

● Detailed knowledge of apprenticeship funding requirements and guidance
● Previous experience of building and managing a team of skills coaches (or equivalent role)
● Ability to collect, analyse and draw conclusions from data on learner progression and behaviour
● Excellent communication (both written and verbal) and relationship-building skills
● Strong organisational and time management skills
● A positive and solution-focused attitude to work
● Ability to use initiative and proactively manage workloads
● Flexibility and adaptability to changing workloads
● Excellent attention to detail

Preferred:

● Experience of coaching or supporting apprentices.
● An understanding of professional qualification training in a professional service environment

IT Skills:

The following would be advantageous in this role:
● Working knowledge of Microsoft Office Suite (Word, PowerPoint, Excel) and other commonly

used office packages



● Experience of using a CRM such as Administrate or Salesforce
● Experience of Learning Management Systems used within the apprentice user journey (such as

Moodle/Totara, OneFIle, Ignite)

Location:

This role will be based in our Birmingham office, located in the city centre and within walking distance of
all main transport hubs.

We are a flexible employer and therefore for the right person we would accommodate a balance of home
and office work, although requirements of the role mean any such arrangement would not be contractual.

Reporting Line:

This role will report to the Managing Director of FI Online & Midlands

Benefits:

As a valued member of the FI team, you will benefit from:

● Competitive salary
● 30 days annual leave
● Bonus scheme
● Long term career options


