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SKILLS AND EMPLOYMENT



                                                                                   
Job Description 
Title:




Contract Performance Manager



Summary/Purpose: 
To lead on the management of Itec’s Apprenticeship contracts operational team to achieve a high-quality learner experience, ensuring performance is maximised and contractually compliant.

Reporting to:  


Head of Apprenticeships
Supervising: 



Performance Managers 
Duties and Responsibilities:

Specific

· Accountable for the Apprenticeship contracts compliance, timeliness of completions and maximisation of contract across Wales. 
· Accountable for implementation of the strategic plan into operational team.
· Accountable for budget control in accordance with full contract delivery and yearly cost budget.
· Responsible for utilising management information to assess risk to compliance, performance or financials, identifying and resolving issues and driving continuous improvement.
· Accountable for effective reporting of performance and financial information to Head of Apprenticeships.
· Responsible for leading and implementing appropriate and effective change.
· Accountable for identifying and driving forward all departmental QDP actions. 

· Accountable for the appropriate and effective application of all HR policies, procedures and practices

· Line management responsibilities of direct reports including team caseload management.

· Accountable for utilising feedback to enhance our learners experiences and quality of provision. 
· Accountable for timely completion of Essential skills and qualification components through effective caseload management, and 121’s.
· Accountable for setting targets for delivery activities with operational managers to ensure learning progress is made on a monthly basis. 
· Where appropriate, advise and communicate changes in practices, ensuring the implementation in delivery through providing guidance, training, tools and techniques to enable others to achieve performance and quality standards.
· Maintain knowledge and adherence to Work Based Learning Professional Standards, Education Workforce Code of Practice and company’s Code of Conduct
· Demonstrate a commitment to safeguarding, playing your part to protect colleagues and learners against all types of bullying, radicalisation or abuse.
General

· To ensure security of company assets 

· To comply with all company policies and procedures 

· To comply with the companies safeguarding policy & procedure 

· To comply with Equal Opportunities Legislation and be proactive in challenging prejudice, discrimination and stereotyping. 

· To implement in full the Company’s quality policies and procedures.

· To consult the Company Health and Safety Policy with regards to their specific responsibilities as described in the general arrangements section

· To give consideration to their actions at work as to how they may affect   the safety of Learners, clients and visitors to Company premises 

· Support organisations core values 

· Co-operate with all staff to achieve a healthy and safe workplace and reporting any risks identified, at the company’s or others premises, to the designated Health and Safety Officer.

· Other duties that may be identified from time to time by the Company.

· Attend relevant training / personal development programmes 

Person Specification

	
	Essential
	Desirable

	Experience & Qualifications
	Work Based Learning contract management experience 

Apprenticeship delivery knowledge and experience

Process and MI Management experience  

Extensive contract and people management experience

Working at a senior level within an organisation 

Full driving licence
	Welsh Government Contract Management 

Budget Control 

Subcontractor management 



	Skills
	Excellent organisational skills

Ability to effectively manage resources

Meet tight deadlines and manage multiple priorities under pressure.

Excellent communication and interpersonal skills

Work effectively within a team

A Challenging and inspirational leader,

A proven ability to deliver results

IT Literate
	Fluent in Welsh 
Change Management 

Innovation

	Knowledge 


	Safeguarding & Prevent Knowledge and understanding 
Welsh Government contract knowledge 


	Estyn Common Inspection Framework 

Merlin Standard 

Policy developments within Work Based Learning

	Characteristics


	Passionate about enhancing learners skills though ensuring a quality training provision 

Self-motivated, self starter.

Flexible in approach.

Ability to Work under pressure 
Reliable
Enthusiastic
Team player 
Courteous but firm

Tactful and discreet
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