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Apprenticeship Operations Manager
For Spencer Apprenticeships
	Establishment: Spencer Academies Trust

	Post Title: Apprenticeship Operations Manager, Spencer Apprenticeships   

	Grade/Pay Range: 

	Hours/weeks: Full time permanent contract  

	Reporting to: Director of Apprenticeships

	Department/Team: Spencer Academies Trust


                               
Job Description 
Spencer Academies Trust is a dynamic organisation committed to delivering exceptional opportunities and outcomes for thousands of children and young people across the East Midlands. As we expand our provision—a developing division focused on delivering high-quality, evidence-informed professional training for the education sector—we are seeking an experienced, innovative and quality-driven Apprenticeship Operations Manager to lead this exciting next phase of growth.
This strategic role will develop, implement and oversee apprenticeship provision across both our Multi-Academy Trust and external partners in the wider education sector. The postholder will ensure full compliance with Ofsted’s Education Inspection Framework and the funding and audit requirements of the DfE/ESFA. The role requires strong relationship-building with employers, managers, school leaders and external partners.
Working closely with the Director of Apprenticeships and the CEO of Spencer Academies Trust, you will play a key part in shaping the strategic direction, growth and operational excellence of the apprenticeship offer.
We welcome applications from candidates from either the education sector, apprenticeships, or wider staff development roles. Experience in high-quality evidence-based professional development, Ofsted frameworks, and quality assurance processes is essential. Knowledge of functional skills, ESFA/DfE requirements, ILR systems and End Point Assessment is desirable.
The suitable applicant will be friendly and organised with excellent time management and prioritisation skills. As an enthusiastic team player you would enjoy both the challenge and reward of encouraging, developing and inspiring staff to maximise their potential.


Summary of Role 
The Apprenticeship Operations Manager will work with the Director of Apprenticeships to lead and manage the successful delivery of apprenticeships across Spencer Academies Trust and its wider partners. This includes driving quality, performance and compliance, and ensuring the curriculum offer is responsive to sector needs.
Working with Trust leadership, you will contribute to the strategic direction of the apprenticeship provision, including scoping a long-term vision for growth, developing high-quality programmes, and building the infrastructure required for outstanding delivery.
The postholder will:
· Lead the strategic and operational development of a high‑quality apprenticeship provision.
· Drive continuous improvement to secure strong learner outcomes, regulatory compliance and employer satisfaction.
· Support compliance and audit readiness, including ILR management and data assurance.
· Build and maintain strong relationships with internal stakeholders and external employers.
· Strengthen employer engagement to expand apprenticeship opportunities within and beyond the Trust.
This role combines strategic leadership with hands-on operational responsibility, ensuring that the apprenticeship offer grows sustainably while maintaining high standards of quality and compliance.

Main Duties and Responsibilities 
Spencer Academies Trust is committed to help all of our people thrive to feel supported, respected and recognised for their work and contribution.  

Leadership
· Lead the planning, development and ongoing review of all apprenticeship programmes.
· Work with the Director of Apprenticeships to plan for future changes in apprenticeship delivery.
· Lead the development and continuous improvement of curriculum materials, ensuring they are evidence‑based, innovative and aligned with sector best practice.
· Promote safeguarding, equality, diversity and inclusion across all apprenticeship activity.
· Line manage and develop the apprenticeship delivery team through supervision, coaching and appraisal.
· Maintain up-to-date knowledge of apprenticeship standards and sector expectations.

Service Management and Development
· Drive achievement and timely completion rates, undertaking intervention planning as needed.
· Analyse learner progress data to ensure high levels of engagement, retention and success.
· Oversee compliance with DfE, Ofsted and awarding organisation requirements, including ILR accuracy, audit processes and quality assurance documentation.
· Work collaboratively across Trust teams to support implementation of apprenticeship provision in key workforce areas.
· Lead curriculum development processes and the introduction of new apprenticeship standards.
· Produce regular management reports including achievement, funding forecasts and quality KPIs.
· Provide expert advice to managers and school leaders regarding workforce development and vocational pathways.

Employer and Apprentice Engagement
· Act as a key point of contact for apprentices, managers and school leaders.
· Work in partnership with schools to recruit learners onto programmes 
· Present information on workforce needs, funding and apprenticeship pathways to internal and external stakeholders.



Rider Clause 

The duties and responsibilities outlined above are to be regarded as broad areas of responsibility and do not necessarily detail all the tasks which you may be required to perform. You maybe expected to undertake other duties as may be required which are commensurate with your grade and experience. This job description may be subject to change after discussion with you. 


The following responsibilities are applicable to you and all other Spencer Academies Trust employees: 

Safeguarding 
You have a duty to safeguard and promote the welfare of children and adults at risk of abuse. You should be aware of local safeguarding procedures and how to contact named professionals for advice and support as well as reporting any concerns. You will be supported with the supervision and training needed to recognise and act on welfare concerns and to respond to the needs of children and adults. You have a responsibility to ensure that you are up to date with the safeguarding training required. 

Data Protection and Confidentiality 
All information concerning apprentices, pupils other staff members must be treated as confidential and you must adhere to the policies related to this subject.. 

Promoting Equality and Diversity 
Spencer Academies Trust aims to ensure that no job applicant or employee receives less favourable treatment on the grounds of sex, sexual orientation, marital/partnership status, race, religion, age, creed, colour, ethnic origin, disability, part time working status and real or suspected HIV/AIDS status. 































Person Specification

Essential
Knowledge
· Knowledge of evidence-based staff development and training programmes.
· Understanding of quality assurance processes and regulatory frameworks including Ofsted.
· Awareness of strategic planning principles.
Experience
· Proven experience managing work-based learning or apprenticeship provision.
· Demonstrable success in improving learner outcomes and achievement rates.
· Experience in delivering quality improvements and meeting audit requirements.
· Track record of meeting/exceeding performance targets.
· Experience engaging with employers and stakeholders.
Skills & Personal Qualities
· Strong leadership skills with the ability to inspire high performance.
· Motivated, detail‑oriented and able to work independently and collaboratively.
· Excellent communication and influencing skills.
· Strong project management capability.
· Highly organised with effective prioritisation skills.
· Ability to analyse data and translate insights into action.
· Strong ICT skills for reporting and monitoring.
· Ability to design and evaluate professional learning interventions.
Education & Qualifications
· Educated to degree/Masters level or equivalent experience.


Desirable
· Teaching qualification.
· Strong knowledge of apprenticeship funding, standards and delivery.
· Experience working within an apprenticeship provider or staff development organisation.
· Knowledge of ESFA/DfE processes, functional skills, EPA and ILR systems.
· Experience developing innovative training solutions.
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