
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

LC0900P: Progress Coach – Apprenticeships  

£26,775 - £29,409 per annum 

Curriculum Lead – Engineering Apprenticeships 

Apprenticeships 

Lincoln 

LC Support Scale 5/6 37 



 

 

Job Purpose:  

To provide high-quality additional learning support, pastoral coaching and progress monitoring for 
apprentices, ensuring they successfully complete their programme from induction through to End-Point 
Assessment (EPA)/Apprenticeship Assessment.  

The Apprentice Progress Coach – Electrical Installations will ensure all apprentices, including those with 
additional learning needs, make sustained progress, develop the knowledge, skills and behaviours (KSBs) 
required, and are fully prepared for their next steps in employment or further training. 

 

PRINCIPAL DUTIES AND RESPONSIBILITIES:  

1. To deliver the induction for new apprentices. 

2. To provide initial pastoral support, and where appropriate, referring to appropriate 

support services both within and outside the College. 

3. To liaise with Apprenticeship Learning Support Administration Officer/Assessor as 

required and ensure support is put in place for any student who has identified a need 

for learning support. 

4. To provide impartial careers education, information and advice, and referring to 

career guidance where appropriate, as part of a structured programme. 

5. To support development and delivering the curriculum intent to add value beyond 

the qualification. 

6. To communicate clearly and in advance the key apprenticeship timelines to those 

supporting an apprentice. 

7. To conduct regular reviews to provide pastoral support. 

8. To work closely with all partners and stakeholders throughout the delivery of the 

apprenticeship to develop strong relationships. 

9. To proactively upsell services and training to existing and returning clients including 

adult education funded programmes and commercial training. 

10. To ensure all learners and employers have access to the appropriate systems, college 

events and college activities. 

11. To support marketing events and engage with employers to promote the college’s 

apprenticeship provision. 

12. To respond promptly to employers’ requests and maintain excellent working 

relationships (in line with service level agreements), including offering advice of 

further apprenticeship pathways. 

13. To attend regular meetings with associated college staff members such as Training 

and Skills Lead (TSL) and Learner Engagement Team to monitor/report on 

progression and highlight ‘at risk’ learners. 

14. To identify business leads, liaising closely with the employer engagement/sales team 

and progressing all employer referrals to the BDO Team. 

 

 

 

 

 

 

 

 



 

 

 

 

15. To assist with duties relating to learners and employers as follows: 

16. To visit the work place to support learners and employers 

17. Attendance at reviews, case conferences and programme review team meetings to 

advise on progress in work placements where required. 

18. To accept responsibility for the implementation of the College’s Equal 

Opportunities policy throughout all personal contacts in the College and within this 

area of responsibility. 

19. To maintain professional standards and expertise by undertaking relevant professional 
development, including ensuring that knowledge regarding changes to relevant legislation is kept 
up to date.  

20. To maintain quality standards, appropriate to the post.  
21. To conform with the Health and Safety requirements relevant to the post.  

22. To be responsible for the safeguarding and promoting the welfare of children wherever applicable 
within the role. 

N.B. This is not a complete statement of all duties and responsibilities of this post. The postholder may 
be required to carry out other lawful and reasonable duties as directed by a supervising manager.  

 

 
  



 
 
 

 
PERSON SPECIFICATION 

 
 
 
 
 

 Knowledge PSM 
1 Level 4 Award in Education and Training or Willingness to work towards. A/I 

2 Understanding and appreciation of Apprenticeship delivery and Assessment including 
Apprenticeship Units in.  

A/I 

3 Internal verification qualification (A1, TAQA, CAVA) or Willingness to work towards.  A/I 

 
 Skills/Abilities – Interpersonal  PSM 

4 Ability to deliver high-quality group learning sessions. A/I/T 

5 The ability to respond to individual learner’s needs. A/I/T 

6 Strong coaching, mentoring and pastoral support skills. A/I/T 

7 Excellent presentation skills and proven success rates and achievement data.  A/I/T 

8 The ability to communicate effectively with a wide range of people.  A/I/T 

 
 Experience PSM 

9 Proven competence of delivery in Electrical Installations related programmes. A/I 

10 Previous experience of apprenticeship provision. A/I 

11 Proven competence of assessing learners with a variety of methods within a 
vocational based context. 

A/I 

12 Relevant industrial experience in coaching, mentoring and supporting learning. A/I 

 
 Work Related Circumstances PSM 

13 Ability and willingness to undertake relevant professional development to maintain 
up-to-date knowledge of legislation and best practice. 

A/I 

14 Ability and willingness to work flexibly, and across sites. A/I 

 
 Skills/Abilities - Other PSM 

15 Appropriate levels of IT skills to undertake relevant duties, i.e. Word, Excel and 
PowerPoint (MS Office) or the willingness and ability to undertake relevant training. 

A/I 

16 Demonstrates a clear commitment to safeguarding and promoting the welfare of 
children and young people. 

A/I 

17 Ability to actively promote equality, diversity and inclusion across all aspects of the 
role.  

A/I 

  

Prepared By: Curriculum Lead – Engineering Apprenticeships 
Date: June 2026 

  
  Proposed Selection Method Key (PSM) 

A = Application I = Interview T = Test 

 



 
 


