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JOB DESCRIPTION

	 Job Title:  
	Apprenticeship Work-Based Tutor 

	Grade / Role:
	Professional 2C

	Reports to:  
	Watch Commander B, Apprenticeship Delivery Team

	Section:  
	Apprenticeship Delivery Team

	Department:
	Recruitment & People Development



	
Job Summary


	
The Apprenticeship Work-Based Tutor drives the academic, compliance, and pastoral success of firefighter apprentices during their 24-month apprenticeship programme. The postholder will manage e-portfolio progression, track off-the-job training compliance, and coach learners to meeting Gateway and End Point Assessment requirements.   

As part of the wider Apprenticeship Delivery Team, the postholder will support and make recommendations for ongoing improvements to the delivery of the apprenticeship programme. 




	
Responsibilities and Duties


	
E-Portfolio Management and Compliance
· Evidence tracking – conduct regular workplace checks to ensure apprentices log valid, high-quality evidence in the e-portfolio system.
· Audit readiness – audit off-the-job training hours to ensure full compliance with Ofsted inspection and Education and Skills Funding Agency (ESFA) standards.
· Gather and analyse data to track key performance indicators.

Learner Coaching and Progress Reviews
· Support the onboarding of all new Level 3 Operational Firefighter Apprentices.
· Tripartite reviews – coordinate and lead formal 8 to 12-week progress reviews involving the apprentice and their line manager.
· Target setting – implement SMART targets to keep the learner on track with their development timeline, mapping progress directly to the Level 3 Operational Firefighter Standard.
· Pastoral support – support welfare, neurodiversity considerations, functional skills, and safeguarding.
· Motivate, inspire, and drive learners to achieve their apprenticeship.
· Monitor the apprentice’s journey and escalate any learning concerns.
· Work closely with both training delivery staff and operational station personnel to ensure all necessary support and guidance is provided to the apprentice.
· Provide information, advice, and guidance throughout the Learner Journey.
· Upskill the apprentice’s knowledge regarding Safeguarding, British Values, and Equity, Diversity and Inclusion.  
· Make recommendations for improvements to the delivery of the apprenticeship programme. 

End-Point Assessment Preparation 
· Gateway approval – collate, analyse and sign off completed portfolios alongside Station Commanders once the apprentice meets all pre-requisite skills and behaviours.
· Mock interventions – deliver mock professional discussion and interview preparation panels to support the apprentice to be confident and ready for external assessment.




	
Special Conditions (include any special conditions, for example shift patterns, hours of work, working outdoors etc.)


	
· Working from a range of Fire Service locations across the West Midlands area.





	
Role related knowledge, skills and experience


	Essential 
· Experience of working within further education, work-based learning, or managing apprenticeships.
· Experience of using digital e-portfolio systems.
· Time management skills to balance multiple station visits and track apprenticeship caseload.
· Ability to communicate effectively with a range of stakeholders.
· Resilient, with the ability to persuade others. 
· Experience of coaching and mentoring, with the ability to advise and guide others. 
· Excellent administrative skills with a keen eye for detail.
· Confident user of MS Office packages, with the ability to learn new systems quickly.

Desirable
· Experience of working within a public sector or blue light environment.
· Understanding of the Level 3 Operational Firefighter Apprenticeship Standard.
· Working knowledge of Ofsted inspection frameworks.
· Good understanding of DFE funding rules.



	
Qualifications


	
Essential
· Level 3 qualification in relevant field, for example Coaching, Assessing, or teaching qualification.

Desirable
· Information, Advice, and Guidance (IAG) qualification 





	
Level of DBS required (eg: Basic, Standard, Enhanced, Enhanced with Barred List)


	
Basic
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