
Job Description 
 

 

Position:    Training Advisor  

Reports to:    Training Advisor Team Leader 

 

The purpose of your position: 

 

As a Training Advisor at Parenta you will ultimately be accountable for liaising with potential learners 
and employers, to provide advice and guidance on the nature, duration and commitment required 
for every course provided by Parenta, ensuring that both the learner and employer understand the 
intricacies of the course before them to enable them to make an informed decision on the correct 
path for them. You will be responsible for completing relevant paperwork, ensuring its accuracy and 
compliance 
 

Position expectations: 

 
Advice and guidance and enrolment  
 

 Providing professional and informative advice and guidance to potential learners and 
employers.   

 Ensuring that all learners enrol on to appropriate courses and understand what is expected 
of them and what they can expect from Parenta.  

 Liaising and building relationships with employers to ensure that training provisions meet 
their business requirements and they are aware of any grants that may be available to them.  

 Discussing funding options with potential learners and employers based on the eligibility 
criteria of our funding partners and SFA guidelines. 

 Carrying out enrolment interviews with potential learners, both over the phone and face-to-
face.  This will include a significant amount of time driving to and from Childcare settings. 

 Facilitating a smooth enrolment process, ensuring learners and employers understand the 
course content, course duration, mode of delivery and expected weekly amount of study 
time.  

 Ensuring learners are allocated to the correct funding partner, depending on eligibility and 
funding partner targets.  

 Arranging initial online functional skills assessments with learners and providing feedback 
and advice on their scores as appropriate. 

 Presenting funder specific start paperwork to both the learner and employer, ensuring both 
fully understand the terms and conditions of training and who is funding their training. 

 Achieving contractual targets as defined by the company, to include a reduction in the 
number of learner withdrawal statistics each month.   

 
Administration and compliance  
 

 Setting expectations for when completed course application paperwork needs to be returned 
by the learner, ensuring internal deadlines are met.  

 Maintaining accurate learner records on our internal systems.  
 Accurately maintaining the database of candidates, ensuring that all potential learners are 

informed of exactly where they are in the enrolment process. 
 Completing all relevant company and funder paperwork to a compliant standard.  



Job Description 
 

 

 Complying with statutory and internal policies and procedures.  
 Keeping up to date with changes to national standards.  
 Preparing for Matrix Standard re-accreditation inspections and follow up visits.  
 Attending quarterly meetings with quality manager to continue working towards improving 

provision against the standard. 
 Ensuring compliance with the data protection act and internal data protection policies at all 

times. 
 Maintaining a clear desk to ensure organisation and compliance with the company’s clear 

desk policy.  
 

Why you were selected: 

 
 

 Experience within a comparable role within the apprenticeship sector.  
 Demonstrable leadership experience.  
 Excellent written and verbal communication skills. 
 Ability to multi-task and manage changing priorities.  
 Excels in a fast-paced entrepreneurial environment. 
 Self-awareness and the desire for continuous personal improvement.  
 Good work ethics and passion for team comradery.  
 Positive attitude and drive to meet goals.  
 Resilience with the ability to recover from setbacks quickly. 
 Ability to manage multiple senior stakeholders and external parties. 
 A confident and articulate communicator.  
 Self-motivated individual with the ability to energise others. 
 Established credibility and experience interfacing with senior leadership. 
 Ability to work under tight deadlines and to prioritise under pressure. 
 Strategic thinker with the ability to create and execute concrete action plans. 
 Strong organisation, accuracy and attention to detail. 
 Full UK Driving Licence – with no more than 6 points and no bans in the last 5 years 
 Own car with business use insurance cover. 
 Embodies the Parenta 4C’s: 

Demonstrates Commitment to goals and personal growth.  
Not afraid to Challenge something that doesn’t work and confident to share new ideas.  
Works Collaboratively with others. 
Connected to and passionate about your profession and Parenta’s vision.  

 
 

Additional requirements: 
 

 This document is neither contractual nor exhaustive and may be amended to meet the needs 
of the business. 

 From time to time, you may be required to carry out tasks that fall outside of your position’s 
remit. 

 Within reason, you may be required to work outside of your standard contracted hours to meet 
the needs of the business. 

 As part of your ongoing development, you may be required to undertake training in order to 
meet the requirements of your role. 
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 Parenta is committed to promoting and safeguarding the welfare of all children and young 
people. Successful applicants for our roles must be willing to undergo child protection 
screening, including checks with previous employers and the Disclosure & Barring Service 
(DBS). 

 

Acknowledgement 

By signing this document, I confirm as follows: 

 I have read and understood the requirements of this position. 

 I am competent to hold and perform all the responsibilities listed. 

 I agree to perform fully, effectively and to the best of my abilities the tasks, responsibilities 

and duties listed.  

 I understand I must complete the required training for this position. 

Colleague’s name: Colleague’s signature: Date: 

   

Manager’s name: Manager’s signature: Date: 

   

 


