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Job Description

	Job Title:
	Recruitment & Onboarding Officer

	Reporting to:
	Recruitment & Onboarding Manager

	Responsible for:
	N/A



Purpose of role:
	We are looking for a motivated and enthusiastic Recruitment and Onboarding Officer to support learners through the enrolment and onboarding journey, match candidates with suitable employment, and maintain relationships with key employer partners to support repeat business. The Front Door Team sits within the wider Business Development function of SS&L, currently going through an exciting period of growth and development.  You will be a key member of the team, working closely with colleagues to support learners through the earliest stage of their journey. You will provide excellent customer service and learner experience prior to beginning on a course of study.  You should have excellent interpersonal, personal organisation, and communication skills, work well with your own portfolio and have a keen desire to collaborate to create opportunities for learning. 




Main Duties:
	Your tasks will be to assist and support the Front Door team with the following group responsibilities: 
· Answering all incoming enquiries – phone email, website, in person
· Signpost to relevant teams where appropriate 
· Attending Schools’ engagement activity – Careers Fayres, CEIAG and relationship with schools’ partners, 16-19 Information sessions and enrolment events
· Taking an active lead in recruiting and onboarding apprenticeship learners
· Managing apprenticeship vacancies on the Digital Apprenticeship Service including keeping employers informed of progress and outcomes 
· Review all new apprenticeship applications and signpost response 
· Supporting learners with outstanding CEIAG across all delivery streams 
· Complete IAG phone calls with learners
· Supporting schools, transition panels, SEND reviews (with curriculum colleagues)
· Conduct initial assessment including qualification checks, skills scan, and send century tech assessment where needed
· Processing enrolments for 16-19 and apprentice learners 
· Sending application packs to new learners across all provisions
· Leading or assisting with enrolment sessions across the region
· Contacting applicants and booking telephone or Teams interviews / calls
· Support the bursary process (16-19)
· Offering course starts, pending compliance checks
· Monitor NCS and external websites and rectify incorrect information 
· Face to face visitor greeting at Churchill house
· Check and maintain applicant sheet
· Processing of applications for ASF courses and Free Courses for Jobs 
· Promote progression of learners through ongoing relationship and liaison with curriculum colleagues
· Update recruitment trackers for learners at each stage of the enrolment process
· Any other duties or responsibilities required by the business, as commensurate with the grade of the post




Mandatory Duties:
	· All employees are expected to demonstrate our values: Collaboration, Growth, Excellence and Innovation.  Living these behaviours day-to-day is a core expectation of your role and all employees will be developed and coached to properly engage with our expected behaviours, as outlined in our behaviours’ framework

· All employees are expected to have a commitment to promoting Equal Opportunities 

· All employees are expected to have a commitment to the safeguarding and welfare of SS&L learners and staff 

· Evening or weekend work may be required depending on the needs of the business





Person Specification:

	Key Competencies

	
	Essential
	Desirable
	Assessment Method

	Excellent verbal and written communication
	✓
	
	Application Form / Interview

	Excellent customer care skills

	✓
	
	Interview

	Strong administrative experience
	✓
	
	Application Form

	ICT skills and CRM experience
	✓
	
	Application Form / Interview

	Experience & Knowledge

	
	Essential
	Desirable
	Assessment Method

	Customer Service Experience

	✓
	
	Application Form 

	Working as part of a team

	✓
	
	Interview

	Managing workloads to meet deadlines

	✓
	
	Interview

	Experience of working in post 16 education

	
	✓
	Application Form / Interview

	Qualifications & Skills

	
	
	
	

	GCSE Maths and English grade 4 or above (or equivalent)
	
	✓
	Application Form / Certificates

	IAG qualification at Level 2 or above
	
	✓
	Application Form / Certificates

	Personal Qualities & Other

	
	Essential
	Desirable
	Assessment Method

	Ability to work collaboratively within and across teams
	✓
	
	Interview

	Flexible approach to work

	✓
	
	Interview

	Organised

	✓
	
	Interview

	Excellent communication skills

	✓
	
	Application Form / Interview

	Have access to a vehicle business use covered and be able to travel across Somerset 
	✓
	
	Interview / Certificates
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