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Apprentice Job Role:  Community Development & Engagement Apprentice 
Reports to:
Integrated Transport and Accessibility Manager (ITAM)
Direct Reports: None but works with the Integration and Inclusion Apprentice
Grade: Apprentice 
Hours per week : 37 
Weekly wage / Salary: £14,000 pa  

Working week: 37 hours per week
Apprenticeship duration: 18 months 

Possible start date: Feb 2019 onwards 
Apprenticeship level: Intermediate Level Apprenticeship to follow Level 3  Customer Service Practitioner qualification in partnership with Solihull College. 
Number of roles : One job role with ability to ‘job share’ this role with the Integration and Inclusion Apprentice depending on the candidate 
Date version agreed: v7 Final 18/12/18

1.  Apprentice Role 
1.1 To support the day to day work of the Integration Transport and Accessibility Manager.
1.2 To carry out key tasks allocated by the ITAM.
1.3 To provide technical, promotional, administrative and project support in the areas of responsibility covered by the ITAM role across the West Midlands Trains operation

1.4 To strengthen and develop links between WMT and the communities across the franchise, enabling them to access sustainable travel and to get the most from their rail network
1.5 To provide support in relation to communication, consultation and engagement activities related to the above.
1.6 To work alongside other WMT employees in relation to marketing, ticketing, customer service, station projects, access/inclusion, and other relevant disciplines.
1.7 To provider wider support for the Heads of Stakeholder Management, the Media Manager and Head of Corporate Affairs, channelled through the ITAM.
2.  Key  Responsibilities of the Community Development and Engagement Apprentice 
2.1
To support the ITAM with the development and delivery of the community engagement and delivery programme across the franchise area, with a particular focus on developing links with local groups to encourage station adoption. This includes Community Rail Partnerships, but not exclusively.  
2.2
To promote and develop rail services on the lines through a community-based approach.
2.3
To work closely with all key community stakeholders across the franchise, encouraging integration of rail with the aims and objectives of the communities it serves.
2.4      To provide support to community groups and Community Rail Partnerships including research, site visits and other tasks assigned and agreed by the ITAM.
2.5
To provide support to community organisations wishing to carry out their own social and consultative research relation to rail promotion and access to stations, including engagement with the Neighbourhood Planning process.
2.6
To provide additional support to the Community Rail service being provided by ACoRP and other partners.
2.7
To carry out on-site engagement with customers and people in communities, including at-station, on-train and pop-up engagement events.

2.8 
To attend a variety of meetings and take minutes

2.9
To assist with preparation of consultation material and process responses received from the local community and key stakeholders

2.11     To provide administrative support on projects including arranging of meetings, consultative groups and other customer facing activities

2.12
Supporting internal communications around corporate affairs activity and keeping West Midlands  

            Trains stakeholder database up to date 
2.13
General administration support including meeting room / venue booking, raising purchase orders, arranging travel passes, event support and invitations

2.14
General media support including proof reading press releases and stakeholder communications, taking photos at events and keeping photo library up to date / organised, and corporate social media support
3.         Experience & Knowledge required for the role
3.1
Basic use of Word, Excel, Powerpoint and Office 365

3.2
Experience in use of electronic communication
3.3
Good time keeping
4.         Person Specification

4.1
Organised and efficient

4.2   
Team work

4.3
Personable

4.4
A good telephone manner

4.5
Able to prioritise own workload

4.6
Comfortable communicating with Customers (internal and external)
4.7
Experience with community organisations and groups (eg volunteering) 

4.8
A keen interest in community engagement and public engagement 

5. 
Minimum Entry Level to Scheme: 5 GCSE’s Grade C - including Maths and English 
6. 
Ongoing training and development
6.1
Flexible – with routeway Level 3 depending on the candidate
            The primary apprenticeship route will be L3 Customer Service/Customer Service Practitioner although the following qualification routeway will also be considered 

· Business Administration;

· Marketing; 
6.2      In addition, the postholder may be expected to attend relevant short course training in community engagement and/or urban/transport planning for example provided by the Consultation Institute or the Royal Town Planning Institute 
Where the apprentice role fits 
 










*    Dedicated ACORP role focusing on the LNWR and WMR networks 

  **  Both these roles are 18 months in duration in line with the training programme . There is flexibility to appoint one candidate to each specific role or to place both apprentice positions in a skills pool arrangement that allows training in both areas, as there will be some element cross over between responsibilities and tasks according to work programme.




Apprentice Job Role:  Integration and Accessibility Apprentice 
Reports to:
Integrated Transport and Accessibility Manager (ITAM)
Direct Reports: None but works with the Community Development and Engagement Apprentice 
Grade: Apprentice 
Hours per week : 37 

Weekly wage / Salary: £14,000 pa 

Working week: 37 hours per week
Apprenticeship duration: 18 months 

Possible start date: Feb 2019 onwards

Apprenticeship level: Intermediate Level Apprenticeship to follow Level 3  Customer Service Practitioner qualification in partnership with Solihull College.
Number of roles : One job role with ability to ‘job share’ this role with the Community Development and Engagement Apprentice depending on the candidate 
Date version agreed: v5 final 18/12/18

1.  Apprentice Role 
1.8 To support the day to day  work of the  Integrated Transport and Accessibility Manager  (ITAM)

1.9 To carry out key tasks allocated by the ITAM

1.10 To provide technical, promotional  administrative and project support in the areas of responsibility covered by the ITAM role across the West Midlands Trains operation

1.11 To provide support in relation to communication, consultation and engagement activities related to the above, with a particular focus on access and inclusion issues across the franchise area

1.12 To work alongside other WMT employees in relation to marketing, ticketing, customer service, station projects, community rail and other relevant disciplines 

2.  Key  Responsibilities of the Integration and Inclusion Apprentice 
2.1      To support Customer Relations with the investigation of accessibility complaints and provide draft responses on behalf of the ITAM.

2.2      To research and advise Property/PMO on accessibility questions including compliance with the Design Standards for Accessible Railway Stations

2.3      To manage any amendments and approval process for the Disabled Peoples Protection Policy

2.4       To secure proposals for the Minor Works programme and coordinate consultation for compliance purposes
2.5       To support in planning and attend consultation events relating to the needs of disabled people and other protected characteristic groups, ensuring inclusivity and active engagement with ‘hard to reach’ groups/those not usually accessing rail

2.6      To support the ITAM with the development and delivery of the station travel planning programme across the franchise area, with a particular  focus on the technical and administrative support needed to support communities develop their own station travel plans.  
2.7      To assist with the carrying  out of site assessments, access audits  and reporting activities relating to station integration and station travel plan projects

2.8     To carry out research including customer surveys, access audits, and other technical data gathering in relation to the station travel planning programme.

2.9
To carry out research of local authority transport plans, strategies and other documents that may impact on growth of the rail market.

2.10     To assist the ITAM in reviewing specific  planning applications for new housing, employment, commercial or leisure  developments that may have an impact on the railway and future patronage growth and specific stations.

2.11 
To assist with preparation of consultation material and process responses received from equality/access groups and other stakeholders

2.12    To provide administrative support on projects including arranging of meetings, consultative groups and other customer facing activities,  and keeping West Midlands  rains stakeholder database up to date
2.13
To attend a variety of meetings and take minutes
3.         Experience & Knowledge required for the role
3.1
Basic use of Word, Excel, Powerpoint and Office 365

3.2
Experience in  use of electronic communication
3.3
Good time keeping
4.         Person Specification

4.1
Organised and efficient

4.2   
Team work

4.3
Personable

4.4
A good telephone manner

4.5
Able to prioritise own workload

4.6
Comfortable communicating with customers ( internal and external)
4.7
Experience with community organisations and groups (eg volunteering) 

5. 
Minimum Entry Level  to Scheme: 5 GCSE’s Grade C - including Maths and English 
6. 
Ongoing training and development
6.1
Flexible –The primary apprenticeship route will  be via /L3 Customer Service/Customer Service Practitioner although the following will also be considered 

· Business Administration;
· Marketing
6.2
In addition, the postholder will be expected to attend relevant short course training in access and inclusion issues provided by the Centre for Accessible Environments or an equivalent organisation 
Where the apprentice role fits 

 














* Key stakeholder group supported by the ITAM and the integration and inclusion apprentice 

** Dedicated ACORP role focusing on the LNWR and WMR networks 

  *** Both these roles are 18 months in duration in line with the training programme. There is flexibility to appoint one candidate to each specific role or to place both apprentice positions in a skills pool arrangement that allows training in both areas, as there will be some element cross over between responsibilities and tasks according to work programme.
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Community Development  & Engagement Apprentice**
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Community Development and Engagement Apprentice***
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