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Template Role Description
<Advanced> Apprentice
	Faculty / Department
	<enter>
	Date of this revision
 
	02 Nov 2016


Role Context and Purpose

The role holder will be based in an institution which has a significant technical workforce, engaged in the support of research, teaching and infrastructure and will undertake training and to provide, increasingly over the period of the apprenticeship, support for the institution’s research, teaching and infrastructure, as appropriate. 

In years 2 and 3, the roleholder is expected to work with increasing independence and to undertake simple design work, of a sub-component of a mechanical workshop project, or to solve straightforward problems (e.g. a leak on an instrument) with minimal guidance.
Main Responsibilities

	
	Key duties and responsibilities
	% time spent/ frequency

	
	
Note: text with no highlight refers to responsibilities appropriate to all three years; text highlighted so refers to responsibilities more appropriate in years 2 and 3; and text highlighted thus refers to responsibilities most appropriate to year 3.

	

	1
	Use and care of the working environment
	

	
	Understand common hazards and basic health and safety risks and their mitigation) within the working environment. Learn and abide by standard operating procedures and risk assessments. (E.g. workshop safety or chemical safety). Understand and abide by basic department or institution working practices (leave, hours of work, procurement, etc.)
Understand when procedures and risk assessments are out of date or outmoded, and refer to supervisor
Understand when procedures and risk assessments are out of date or outmoded and refer to supervisor, with suggestions for improvement. Advise students or other apprentices
	20-30% daily


	2
	Technical skill development
	

	
	Learn basic skills of area of work (e.g. use of basic workshop tools and machinery), under the supervision of supervisor or allocated staff member. Apply skills in routine and straightforward task under supervision. (E.g. replacement of projector lamps; basic electrical wiring)

Undertake more advanced jobs under supervision, or straightforward tasks independently, e.g. using a combination of tools and techniques, or working independently on a sub-component of a project.

Apply techniques and skills from college course in novel contexts, sharing skills with others, responsibility remaining with supervisor / more experienced staff member. Learn the use and maintenance of more sophisticated tools and equipment (e.g. CNC machines; CAD software, research apparatus)
	20-30% daily

	3
	Contribute to projects
	

	
	Observe projects and contribute to basic operations within a project, e.g. basic preparation of components or gathering materials; cleaning of instruments or tools)

Work more independently on elements of a project or task, referring all decisions to supervisor, applying new skills as appropriate

Contribute to the team’s planning and execution of a project, perhaps of a few weeks’ duration, taking responsibility for small elements.  (e.g. in design, execution of maintenance schedule, restocking). Advise students on elements of project design and construction or laboratory practice.
	20-30% daily

	4
	Formal Training
	

	
	Undertake appropriate day-release course at NVQ Level 2 or Level 3, as arranged in conjunction with Line Manager.

Prepare portfolio of evidence for vocational qualification (throughout apprenticeship)
	20% weekly

	5
	Other
	

	
	Such other duties commensurate with training as the Head of Department or nominee may from time to time require
	occasional

	6
	
	

	
	
	

	7
	
	

	
	
	

	8
	
	

	
	
	


Person profile

Essential knowledge, skills and experience required for role

	Education & qualifications
	GCSEs at Grade C or above (or equivalent) in English, Mathematics and a science-based subject

	Specialist knowledge & skills
	Computer literacy required, perhaps evidenced by formal Level 2 (GCSE grade C or above, or equivalent) qualification.

Evidence of practical problem-solving skills

	Interpersonal & communication skills
	Ability to express clearly technical details, orally and in writing, to a diverse audience

	Relevant experience
	None required

	Additional requirements
	Enthusiasm for science and technology.
Technical work environments (e.g. workshops, laboratories, plantrooms) require the use of PPE and adherence to risk assessments and standard working practices.
The role holder will be undertaking, or be anticipating undertaking, an advanced apprenticeship (to NVQ Level 3) in a technician role in the institution.   The role will include undertaking: a day-release course to qualify for a technical certificate at NVQ Level 2 (year 1), NVQ Level 3 (years 2 and 3) or both; a vocational qualification in the workplace; such Level 2 Key Skills qualifications as are necessary; such role-specific skills as are necessary.

The roleholder will make an increasing contribution to the effectiveness of the institution in supporting research, teaching and infrastructure over the three years of the apprenticeship. The roleholder should be in a position to be considered for a grade 3 role at the end of the apprenticeship, as roles become available.


This following information may be shared with the apprentice after commencement of the placement (employment?)
Key Contacts
		Purpose of contact

	Frequency of contact


	Line Manager

	Leave management, progress review, organising placements and projects; receiving instructions and feedback (written and oral)

	weekly


	Supervisor / project lead (may be Line Manager, could be another technician or academic staff member)

	Receiving written and oral instructions; receiving feedback; evaluation of progress

	daily


	Department Administrator / Head of Department

	Contractual and HR matters

	occasional



	

	


Decision Making
	Decisions taken by the role-holder without reference to others

Only minor in later years of apprenticeship,  e.g. when to shut down an instrument for maintenance; when to replenish minor stock items

Decisions taken by the role-holder in collaboration with others

Day-to-day prioritisation of tasks within a project or allocation of specific tasks to each other in the team

Decisions taken by others following advice or input from the role-holder

Review of operating procedures or risk assessments; design changes to a project.




Problem Solving

	The role holder would be expected to apply theoretical knowledge to novel situations in the course of the latter years of the apprenticeship – e.g. application of CNC techniques. The role holder would be expected to solve simple problems or faults with equipment, and know when to refer to Supervisor




Team Development

	The roleholder would be expected to share knowledge of new techniques / methods gained from college with other team members, orally and in writing


Other information
	Advised salary levels are

Year 1
pt11
(initial level for all apprentices)
Year 2
pt15


Year 3
pt19


Progress to be based on achievements (college and workplace) (i.e. not annual increments). Review annually
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