CURRICULUM VITAE – TRACEY GRANT
Mobile: 07880 606924
Email: tlgblackcat@aol.com
Personal Profile:

I am highly organised, motivated, thorough and committed with excellent oral & written communication skills. I plan, organise and manage my own workload, including ad-hoc projects, and work effectively either as part of a team or alone.  
My most recent role was Employer Services Manager for the National Apprenticeship Service (NAS) based in the South East.  In this role I worked closely with employers, partners and other intermediaries to drive up employer engagement in Apprenticeships. 
Since leaving employment I have completed and passed the CPC National Road Haulage course.
Recent Employment

Employer Services Manager – National Apprenticeship Service (NAS)

1 July 2009 to 31 December 2010
Key Responsibilities

· Developing and maintaining a portfolio of new and established employers and stimulating agreed levels of Apprenticeship growth;
· Working with employers, providers and the Apprenticeship Vacancy matching service and other agencies to provide a customised approach to take each employer from interest to completion;  

· Developing and maintaining relationships with partner organisations such as Chambers of Commerce, Education Business Partnerships, Sector Skills Councils, Local Authority Groups, Homes & Communities Agency, Business Link and Apprenticeship Provider Networks.
Key Achievements

· Rolling caseload of 30 large employers (>250 employees ) to support of their Apprenticeship agendas  - eg Kent Fire Service, Medway Council, Clearwater & Surrey University;
· Rolling caseload of 30 SMEs (<250 employees) to secure Apprentices / delivery Providers;

· Delivering Apprenticeship presentations at employer events set up in partnership with employer bodies eg Surrey Chamber of Commerce and South East Employers to generate new leads;

· Forging excellent relationships with both South East & Nationally based Apprenticeship Delivery Providers;

· Contributed towards achievement of 09/10 16-18 starts growth up by 15% on 08/09;

Previous Employment

Contracts Manager – Regional Contracts Team - Learning & Skills Council (LSC) for the South East (SE)
October 2006 to 30 June 2009

Key Responsibilities

· Main contact for Procurement activities in the SE, including

(i) Setting up/launching of Pre-Qualifying Questionnaires (PQQs)/Invitations to Tender (ITTs), providing messaging service to providers, downloading PQQs/ITTs for evaluation.

(ii) Liaison with colleagues from Area and Skills teams to identify evaluators, oversee their use of evaluation system and support programme leads through the moderation & Regional Contract Board processes.

(iii) The achievement of given deadlines for evaluation, Contract Boards and notification of results to providers. These activities were on-going and driven by national needs or the specific needs of the SE region.

· Delivering the contract management support service for the SE region;
· Deputising for Contracts Director at local, regional and national meetings and feeding back to team and other regional colleagues;

· Deputising for Regional Financial Controller to ensure that Provider Payments were authorised.
Key Achievements

· Significantly contributed to and managed key stages of the procurement rounds for 07/08, 08/09 and 09/10 programmes in accordance with National timelines – for Apprenticeships, Train to Gain (T2G), Entry to Employment (e2e), ESF (European Social Fund) projects and Community Grants.

· Significantly contributed to the development of the PQQ for the LSC’s QPF (Qualified Provider Framework). 

· Reviewed all 08/09 Agreements prior to issue to Providers in October 08 (approx 180).  The SE region issued these well before the National Office deadline.

Provider Financial Assurance (PFA) Team Leader - Learning & Skills Council (LSC) for South East 

March 2001 to October 2006
Key Responsibilities

· Working as part of a team to carry out audits and reviews of South East based training providers to safeguard the disbursement of public funds and to provide Assurance to the Executive Director in accordance with national standards;
· Managing and professionally developing audit team members, including reviews of their work and management in accordance with LSC Performance Management System;
· Input to the production of annual audit plan and produce/maintain an on-going team plan.
· Manage own portfolio of audits to ensure that work is completed to deadlines;
· Preparing all audit visit documentation including discussion with LSC contract managers;
· Undertaking audit visits (either as part of team or alone) to providers in accordance with the national assurance approach and/or local standards;
· Provide verbal and initial written feedback of audit findings to all levels of Provider Management;
· Produce and issue written report of audit findings including making recommendations for improvement, and follow up of Provider action plans to ensure that national and local standards are satisfied;
· Deputising for Audit Manager representing Sussex LSC at local, regional and national meetings and feeding back to team and other regional colleagues.
Key Achievements:

· Significant contribution to the award and retention of Government “Low Risk” status as a result of audit activities completed;
· Worked closely with High risk Providers to improve systems/procedures to achieve Unqualified Audit opinions;
· Worked closely with one Provider to reduce error rate from 22% to 0.6%, and at their request also delivered a session on audit requirements to their staff;
· Led on development of audit approach for European Social Fund contracts.
Educational Achievements
Biology, Art, English Literature, English Language 
0 level



English Literature and Art




A level


AAT (Association of Accounting Technicians)

NVQ Level 2

CPC in National Road Haulage



Passed April 2011
Excellent IT skills including word, excel, powerpoint and Microsoft office; 
Apprenticeship Vacancies Provider search facility (NAS system)

User of Internet, Bravo and Award e-tendering portals and CRM for employer engagement.
