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I.

Introduction:

1.1.

Skills brokerage: an innovative approach at European level

Across Europe most business support programmes aimed at supporting work-based
learning – and in particular Apprenticeships – have focused on improving the image of
Apprenticeships among businesses and the quality of Apprenticeship programmes. A large
number of initiatives in this respect are gathered under the umbrella of the European Alliance
for Apprenticeships which has recently defined seven criteria for working and learning
conditions and seven criteria for framework conditions for Apprenticeships; the objective
being to adopt a qualitative approach for Apprenticeships across Europe.
Currently there is a wide diversity in the way Apprenticeship frameworks are designed and
implemented across the 28 EU Member States. This is explained by a number of factors
including historical traditions, the perception of the Vocational Education and Training system
in the country, and demographic and labour market trends. Across the SERFA partnership only
which encompasses eight countries, it is possible to distinguish three main trends between
countries with a historically well-established legal framework (Austria and Germany),
countries which introduced an Apprenticeship scheme relatively recently (Greece, Slovenia,
Spain, Poland) and countries where Apprenticeships have a long tradition but are currently
going through a major reform (United Kingdom and France)1.
Despite those differences, existing studies suggest that SMEs’ needs in relation to skills and
training and the barriers they face are no different from one country to another and that
there is scope to pilot a joint model of business support to get Apprenticeships into SMEs
across Europe. The aim of the SERFA project was to pilot such business support mechanism
at the scale of eight countries based on SERFA lead partner organisation Cornwall Marine
Network’s model.
This model - the skills brokerage service – is presented in details in this document and was
pioneered by Cornwall Marine Network (CMN) initially in the marine sector. It is built on the
logic of using expert staff – the Skills Brokers – to engage SMEs and give the employers
ownership through the completion of a Company Training Plan, making it easier and more
affordable for the SME employers to then invest in clearly understood skills solutions.

1

https://www.serfa-project.eu/en/resources-centre/reports-smes-needs
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In 2013 CMN accessed funding from the UK Commission for Employment and Skills to transfer
this model across all business sectors. The results proved extremely successful in leading SME
employers to invest in both Apprenticeships and wider workforce skills. In just three years,
the CMN team engaged with 4,822 SMEs Employers, created 1,440 Company Training Plans
which led to the recruitment of 1,051 Apprentices. The purpose of the skills broker
engagement in wider workforce training was the vehicle to encourage and enable SME
employers to then invest in skills after they received the Company Training Plan. In this
respect the project led to an unprecedented subsequent investment in skills of £5.2 Million
by SME participants. Ultimately the project led SME employers to own their own skills agenda,
and then invest in skills.
The spirit of the SERFA project was to train seven European partners on such model so that
they would then roll it out in their countries. The methodology and results achieved over the
past two years are detailed in this present report.

1.2.

Defining skills brokerage

1.2.1. Making new connections between employers and training providers
The Skills Broker is sometimes called an agent, an advisor or a guide and is perhaps best
described as a neutral intermediary who helps navigate what is often seen by businesses a
complex employment, skills and training system.
Often businesses – and this is particularly true for small and medium-sized businesses (SMEs)
– may not know what their workforce development needs are and do not have the time and
resource to develop skills and training solutions.
There a very large number of organisations employers can go to for the provision of:
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Education and training including higher education institutions, further education
colleges, adult and community education providers, independent training providers,
national skills academies;
Representation and support;
Funding and accountability;
Inspection and regulation.

It is therefore understandable that employers may lack knowledge of the skills network and
the ability to form connections within it.
In this context Skills Brokers proactively engage with businesses, help them to identify
employers’ skills development needs and use their knowledge of local skills and training
providers to find the most suitable training solutions. As such Skills Brokers empower business
owners to make informed choices about skills and training investments by finding solutions
that overcome their many barriers to engagement, enabling the SME to invest in the skills
needed to grow their business.
Skills brokerage encompasses two complementary elements:



A diagnosis function;
A support mechanism once a training need has been established.

In this way it stimulates businesses to invest in skills by removing confusion and incentivises
training providers to respond to those needs. Brokerage can therefore be understood as
making new connections between employers and training providers.

1.2.2. Introducing Apprenticeships as a solution

The Skills Broker provides an impartial and free service and offers a flexible and responsive
approach that is necessary to meet the very specific needs of the employers. The Skills Broker
can identify a variety of solutions. Those range from signposting to specialist business support
services through to upskilling existing staff and creating new job roles including
Apprenticeships.
Skills Brokers can make employers aware of the opportunity Apprenticeships represent to
train new or existing staff members to gain the specific skills required by the company. The
Skills Brokers are able to focus on helping employers understand the value Apprentices bring
to a business and they help demystify the complex skills and training landscape.
With many Apprenticeship systems currently going through major reforms across Europe, the
skills sector is changing and it is likely that there will be greater demand for expert skills
brokerage services.
Despite skills brokerage becoming an increasingly relevant service for businesses looking to
upskill their workforce, it is unequally developed across Europe. Whilst it is flourishing in some
countries including England, France and Austria, it is still to be introduced in other European
countries and no common definition or terminology has been adopted.
This methodology aims to define the key principles and enabling factors of skills brokerage to
foster its advancement across Europe as an effective way to identify businesses’ skills and
training needs and to support their growth.
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II.

The profile of the Skills Broker:

2.1.

Duties and responsibilities

Skills Brokers are tasked with undertaking a systematic assessment of any skills and training
needs at company level, translating those needs into an action plan, sourcing appropriate
training solutions and identifying potential Apprenticeship vacancies.
It is a challenging role which involves the need to be impartial but have the ability to direct
employers to find solutions to the skills issues they face. To do this, the Skills Broker must
have a to have a good general understanding of local business as well as being able to advise
on what local training provider options they could choose from.
As such the role of the Skills Broker encompasses a range of duties and responsibilities that
are detailed in the job profile below:

Skills Broker job profile
Duties and responsibilities:









To respond to business enquiries generated by marketing activities and to
proactively engage with employers in order to establish skills needs, then arrange
to meet them.
To offer clear and impartial advice to employers and create a Training Needs
Analysis individually tailored for each business.
To proactively engage with individual businesses to identify and create
Apprenticeship vacancies.
To identify current and emerging skills needs and barriers locally.
To promote the benefits of Apprenticeships to employers and offer options on
solutions for recruitment, training and employment available.
To refer employers to the best source of Apprenticeship training provision, when
available, to meet the identified vacancy needs.
To identify and develop opportunities to engage with and support employer
representative groups such as the Chamber of Commerce, Guilds, Associations of
Entrepreneurs, Industry clusters etc.

To perform this role and ensure the professionalism of the service a Skills Broker needs to
hold a number of essential competencies which include:
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2.2.

Experience in a hands-on employer focussed training environment.
Excellent track record in engaging employers and young people and implementing
business skills solutions including Apprenticeships.
Excellent customer orientated interpersonal skills with the ability to ignite passion
for skills and Apprenticeships within business owners and young people.
Sound understanding of funding rules in relation to training and Apprenticeships.
A high level of computer literacy including the ability to learn new IT systems and
software quickly and efficiently.
Committed to Equal Opportunities and sustainable environmental efficiency
practice.

Skills Brokerage - A service ideally placed within intermediary
organisations

Intermediary organisations that are trusted by employers are ideally suited to operate skills
brokerage support services.
Intermediary organisations are in this document understood as organisations that play a
fundamental role in encouraging, promoting and facilitating business-to-business linkages
and partnerships and in providing support services to them. These can include both non-profit
and for-profit organisations such as employer-owned sector networks, trade associations,
Chambers of Commerce; state and local governments; academic institutions; local, civic and
community groups and private corporations.
The SERFA partnership covers a wide spectrum of organisations with responsibilities for
business support and the intermediary organisation examples below demonstrate how skills
brokerage can add additional value to the services intermediary organisations already deliver
for the benefit of SMEs.

2.2.1. Sector representative organisations

Cornwall Marine Network (CMN, United Kingdom):
CMN is a not-for-profit organisation owned by 350+ local marine businesses and dedicated to
supporting the marine sector in Cornwall via initiatives that encourage profitability and
growth. CMN helps SME employers by increasing skills in line with future industry needs,
identifying specific training in demand, and ensuring that training solutions are developed to
meet marine businesses’ requirements at affordable costs. CMN is the UK’s largest employerowned marine network and has enabled local businesses to grow and create more than 3,200
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new jobs, including more than 1,300 Apprenticeships placed with SMEs during the last 13
years.
CMN’s subsidiary company the Cornwall Apprenticeship Agency (CAA) was established as a
new service tailored to SMEs to reduce their costs and risks of taking on apprentices. The
Apprenticeship Training Agency accreditation delivered by the UK National Apprenticeship
Service did not allow the CAA to be sector-specific, so the CAA started to trade across all
sectors including marine. The CAA offers a unique and flexible approach to recruiting and
training apprentices, providing training needs analysis, recruitment, HR and Apprentice
payroll services.
As the SERFA project lead partner, CMN trained SERFA partner organisations on its model of
skills brokerage and is delivering training plans to 80 local Cornwall SMEs over the duration of
the project. This delivery is across Cornwall where the workforce landscape presents the
following challenges and characteristics:





There are a high number of local training providers competing locally which makes it
difficult for businesses to find the training provision they require;
Issues linked to an ageing workforce and difficulty to retain staff;
Uncertainty created by Brexit.
In addition, the UK Government has introduced a radical Reform of the UK
Apprenticeship system which was meant to give employers the purchasing power for
training and change the rules around the funding of apprenticeships, but so far has
resulted in major uncertainty for employers and a dramatic fall in the number of
apprentices being recruited.

In this context skills brokerage is used by SME employers who want to grow their workforce
but do not necessarily know how. One key success factor here is the ability of the Skills Broker
to develop and maintain relations of trust with businesses over long periods. Quite often,
the initial business consultation does not lead straight away to the recruitment of employees
or apprentices. This usually happens over a few months or years hence the need to nurture
business relations over time as skills needs evolve. Businesses who previously recruited
apprentices - who have now completed their training and moved on in or outside the
company - may also want to recruit again for the same or different positions.
A few systemic challenges can also affect the ability of skills brokerage to generate
Apprenticeships. Among those we may highlight the uncertainty still surrounding the
Apprenticeship reform that sometimes delays the employer’s decision; and the lack of highlevel apprenticeship training in Cornwall resulting in the Apprenticeship route not being
available for specific occupations.

The Federation of Food Industries of the Valencia region (FEDACOVA, Spain):
FEDACOVA is the Federation of Food Industries of the Valencia region of Spain, bringing
together 30 different food industry associations. FEDACOVA represents 70% of the businesses
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in the food and agriculture sector, from fishing wholesalers to supermarkets and food storage
specialists, encompassing the whole value chain of the food industry and a broad range of
subsectors.
FEDACOVA provides a wide range of services to food industries through its staff, including
training; consultancy services for the implementation of quality, environmental, health &
safety and innovation management systems; the promotion of internationalisation;
attendance to international trade shows; and the organisation of sectoral events or
production of specific guides and manuals.
Through SERFA, FEDACOVA appointed a Skills Broker to engage with agri-food businesses.
One of the preliminary actions was for the broker to revisit the relationship with the
Chamber of Commerce in order to gain a better understanding of their work to support young
people into Apprenticeships and develop the habit of working together in this new area. In
addition the Skills Broker engaged with a VET training centre delivering Apprenticeship
training for the agri-food sector and recruitment services that complement the Skills Broker’s
offer.
Although the SMEs who did receive a free skills brokerage consultation reported it was
beneficial and they were interested in Apprenticeships, the main difficulty in Spain is the
absence of any institutional framework for Apprenticeships. There is no clear distinction
between an Apprenticeship and an Internship in the country and this lack of national
framework accounts for the low uptake of Apprenticeships.

2.2.2. Specialist companies

The Institute of Entrepreneurship Development (iED, Greece):
iED promotes innovation and the enhancement of the entrepreneurship spirit in Greece. It
offers tailored services to meet all the necessary pre-conditions to create an environment
that will cultivate entrepreneurship and ultimately social and economic cohesion and
development.
In particular iED focuses on developing the skills and the wider potential of the human capital,
working with businesses, self-employed individuals, students, the unemployed and other
socially vulnerable groups.
For this pilot iED appointed two Skills Brokers who initially identified a pool of SMEs
potentially interested in skills brokerage before offering them individual business
consultations. At first the brokers encountered some reluctance from SMEs towards the
service due to its innovative and unprecedented nature in Greece. Although all aspects of
Apprenticeships are well developed and clearly defined in the country, there is currently a
gap in the practical support to SMEs in order to successfully implement Apprenticeship
programmes. After overcoming this initial barrier, all businesses who benefitted from a skills
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assessment stated the support had been useful and important to help them identify and
address their training needs.
Based on this initial experiment, it is believed that a significant step towards filling the gap in
current business support provision would be the development of a close collaboration
between public authorities and private organisations through which skills brokerage would
be recognised and implemented as a preparatory phase for SMEs interested in
Apprenticeship programmes.

K.o.s GmbH (Germany):
k.o.s GmbH supports and assists organisational and personnel development in companies and
public institutions in the fields of initial professional and vocational education and training,
lifelong learning, and education and career counseling.
K.o.s GmbH advises companies and organisations on the development of strategies and goals,
planning and improving processes, procedures and structures and with documentation. It
provides assistance in the development of required competencies at both employee and
leadership level.
As part of SERFA K.o.s. GmbH appointed two Skills Brokers. The SMEs contacted showed
interest in the skills brokerage service and K.o.s GmbH highlighted that the cost-free aspect
was an important enabler. Initial business consultations led to identify that businesses in
Germany usually know where to go for Apprenticeship training but they need help in relation
to internal quality management and performance reviews. Key challenges reported by
businesses relate to the recruitment phase as well as how to retain staff. During its pilot phase
skills brokerage has therefore been introduced as a way to help companies diagnose issues
with Apprenticeship recruitment and staff retention and K.o.s GmbH has worked with the
SERFA partners to develop a number of support tools specifically addressing these issues.
Results from the pilot also show that skills brokerage is more helpful for small companies as
larger ones usually already employ apprentices, have large HR departments and get support
from the different chambers. In the longer term, K.o.s GmbH sees a role for a free
Apprenticeship consultation service for SMEs in addition to existing Chambers’ offers and
alongside free workshops on methods of modern recruitment (social media, assessment
strategies, etc.). By assessing what businesses want, the skills broker is also ideally placed to
identify gaps in existing provision. One that has been reported by the brokers at K.o.s GmbH
is the need to build collaborative mechanisms that would allow SMEs to hire and train
Apprentices collectively.
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2.2.3. Chambers of Commerce
Focus on the Lublin region and the partnership between OIC Poland and the Chamber of
Commerce
OIC Poland is a not-for-profit organisation committed to supporting the economic
development of the Lublin region. Its main aim is to prevent unemployment and foster
economic development by implementing educational and counselling programmes and
support services targeted at SMEs in the region. This is attained through unique training
solutions, commercial offers of training services, loan funding, comprehensive counselling
and training programmes aimed at improving skills and qualifications of people at risk of social
exclusion.
As part of SERFA OIC Poland signed a Memorandum of Understanding with the Chamber of
Commerce so that OIC would appoint two employees from the Chamber as Skills Brokers.
Additionally a new referral process has been introduced and proven to work very well. When
businesses contact OIC Poland for various requests, the skills brokerage support is then
offered to them and contact details of the brokers are passed on. This is effective as those
businesses already know and trust OIC Poland and are more inclined to accept skills brokerage
support.
The Skills Brokers have used a training need analysis template to conduct interviews with
employers. They have tested it during face-to-face interviews with a business and as an online
questionnaire to be filled autonomously by respondents. In the second case, employers found
it difficult to complete the form and often could not decide which information was relevant
and what level of detail should be provided. This made it difficult for the brokers to gather
information. The face-to-face approach was more suited as it allowed for the brokers to use
the content of the training needs analysis selectively and adapt the questions during the
interview based on the profile and needs of the business. In the early stages of the pilot, the
skills brokers reported small companies thought they were too small and could not afford
such a service whilst large companies that rely on their HR department thought they were
self-sufficient. Flexibility and adaptability of the brokerage tool were therefore critical to
overcome the initial reluctance from businesses.
Analysis of the results of the Training Needs Analysis revealed a number of recurring issues in
Poland:





The lack of skilled workers to expand into new markets;
The difficulty to find the right candidates for available positions;
The bad image of Apprenticeships - although this is changing as employers offer more
meaningful tasks;
The gaps in soft skills.

In this context the Skills Brokers are instrumental in sourcing where the Apprenticeship
training can be found and they will have a role to play in encouraging training providers to
adjust their training offer in line with the ‘Financing System for Development Services’.
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Under this programme, an employer is entitled to receive an 80% refund of his training costs
when training meets formal requirements (e.g. training is offered by a reliable / registered
training organisation, training is accredited, etc.).

2.2.4. Public sector organisations or public interest groups
Institute of the Republic of Slovenia for Vocational Education and Training (CPI, Slovenia)
CPI is a public institution founded by the Government of the Republic of Slovenia and cofunded by the Chamber of Commerce and Industry of Slovenia and the Chamber of Craft and
Small Business. CPI monitors development trends in the labour market and prepares
occupational profiles. CPI also prepares modern education programmes, monitors the
process of the introduction of those programmes, and stimulates as well as coordinates the
development of innovation projects in the field of vocational and technical education.
In Slovenia the Apprenticeship system is being re-introduced and is still in its pilot phase.
However, Apprenticeships are currently seen as a way of schooling young people rather than
as a human resources strategy. Thus, generally speaking, skills brokerage is not seen as a
service of institutions responsible for coordinating the Apprenticeship system.
After initial hesitations from SMEs, CPI changed its approach and offered skills brokerage to
companies who expressed an interest in Apprenticeships but who had not yet had their
training positions checked or met other requirements including mentor training.
Therefore, at the same time as verifying training positions in the companies (a role being
undertaken by the Chamber), the SERFA Skills Brokers were able to conduct training needs
analysis. The evaluation of the pilot phase showed that most companies face a long-term lack
of skilled workers and are willing to use different resources to tackle their problems, including
Apprenticeships. Skills Brokers were able to complete training plans and offer the SERFA
support tools to the businesses. The service was new to businesses in the sense that there is
no organised structure of counselling at the moment in Slovenia. Companies seek advice
either from secondary schools who are responsible for Apprenticeship training or the
Chamber of Commerce and Industry of Slovenia.
Moving forward, there is a potential for skills brokerage to be adopted by HR or employment
agencies or to be developed as a new service focused on helping the companies successfully
implement Apprenticeships. This could be delivered by networks of qualified counsellors at
local level that would offer one-to-one services for businesses, parents and students.

Maison de l’Emploi et de la Formation Professionnelle du Pays de Brest: at the crossroads
between all the services available (MEFP, France)
MEFP du Pays de Brest is a Public Interest Group governed by private law. It has promoted
local ways of improving job accessibility and cohesion ever since it was founded in 2006.
MEFP’s aim is to involve local authorities, public services for local employment and economic
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and social partners in undertaking and running joint actions for employment and training.
MEFP supports SMEs through various actions. For example MEFP offers human resource
solutions or digital solutions to SMEs and facilitates the adoption of an inclusion clause in
public procurements.
Within the SERFA project MEFP appointed two Skills Brokers who used the organisation’s
extensive database of SMEs to offer face-to-face business consultations. Prior to conducting
training needs analysis, the brokers adapted the tool so that it would reflect the French
Apprenticeship funding system and legal framework. They also included a section on “RH
TPE”, MEFP’s HR support service for SMEs to build on existing services and make SMEs aware
of the support they could access.
Consulted SMEs demonstrated an interest in the service. This was facilitated by two aspects:



It was free to them;
Companies were used to sharing company’s information with MEFP as part of the ‘RH
TPE’ service.

The training needs analysis enabled MEFP to identify:





A lack of knowledge on how much financial support is available to recruit Apprentices;
Issues to find the right training centres;
Issues with recruitment in specific industries;
A need for help to find the right profile and write job descriptions

The national reform, still under way, was also identified as an area creating uncertainty for
businesses. To smoothen referral processes and streamline the Apprenticeship experience
for businesses, MEFP developed a partnership with a training centre to help fill in the
Apprenticeship vacancies. Unfortunately, additional arrangements with other training
centres could not be implemented as the centres saw skills brokerage as a potential
competition rather than an additional and neutral service. The knowledge of businesses’
needs led MEFP to develop a number of support tools included in the SERFA pathway for
Apprenticeships focused in particular on providing information on funding and support with
recruitment.

The Arbeitsmarktservice Österreich AMS (Employment Service, Austria)
In Austria, skills brokerage was already implemented by the public sector by AMS, the
Austrian Employment Service who is also in charge of supporting young people seeking an
Apprenticeship and companies offering Apprenticeship vacancies. The AMS helps match
applicants with businesses.
Information about training regulations, requirements of Apprenticeship contracts or legal and
financial implications are offered by the Chamber of Commerce through its Apprenticeship
offices. These also offer the services of training consultants and mediators to help solve
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problems between the employer and the young person in the delivery of the Apprenticeship.
This coaching service is funded by the Federal Department for Digital and Economic Affairs.

2.3.

Pre-conditions for the implementation of successful skills brokerage

We can already identify a few overarching conditions for the successful implementation of
skills brokerage as an instrument to foster Apprenticeship take-up:
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A clear and existing institutional framework for Apprenticeships ideally with financial
incentives;
A training landscape that is already well established;
Complementary business support services to help businesses along their
Apprenticeship journey;
Close working relationships established by the broker at the local level between a
range of stakeholders (consular chambers, training providers, local authorities, etc.)
who contribute to an efficient referral process of businesses;
Capacity of the Skills Broker to engage with businesses and nurture long-term
relationships based on trust;
Skills Broker’s knowledge of evolving sectors and emerging skills needs to help
businesses navigate through those changes.
Positive context to market Apprenticeships as a real career choice for a variety of
target groups and school programmes and as a relevant human resources strategy for
employers.

III.

The steps to effective skills brokerage

3.1.

General promotion of the service and initial business engagement

During the SERFA pilot partners appointed or recruited Skills Brokers with the expertise profile
detailed in the first section of this methodology. The newly recruited Skills Brokers were
trained by the project Lead Skills Broker from Cornwall Marine Network who identified a few
key areas of preparation.

Introduce a Customer Relationship Management system to record the interaction
with businesses: this might be as simple as an Excel spreadsheet (Annex 1) or it could
be using the CRM system of the company if one already exists. The purpose of the
CRM system is to record all meetings and conversations between the Skills Brokers
and the businesses so that detailed customer information is available to anyone in the
team who will be helping the business. It allows for efficient and effective
management of customer service.

1

Identify your routes to market: this is how an organisation sells its products or
services, advertises its offer and reaches businesses. This is usually through a
combination of:






Meetings
Website
Events
Social media
Workshops

Those are the channels that the intermediary organisation will use to promote skills
brokerage support and availability and allow the intermediary organisation to decide
how to embed the new support within the organisation’s current services by
considering issues such as: How does the support complement or enhance current
support services; When to offer this service; How to incentivise businesses to use it;
Do similar services already exist; Is this service delivered free of charge or is there a
cost to the business. How the intermediary organisation responds to these issues will
help to determine how the new service is promoted to businesses.

Start engaging with businesses to promote the skills brokerage offer:

3

15 | 42




Start by contacting friendly businesses
Complete a Telephone Training Needs Analysis (Annex 2) to gather initial
information on the business. This will help scope out the profile of the business




and get a basic understanding of the needs and potential for Apprenticeship
take-up.
Send follow-up email to business to summarise discussions
If successful, send calendar request for a business consultation

Prepare for meeting with businesses:

4







Research general information about Apprenticeships. It might be useful to
develop an FAQ document and to update it with the questions asked by
businesses over time (Annex 3).
Research available local Apprenticeship training depending on sector, level,
location, duration, etc. The broker should check training availability, feedback,
duration and contacts.
Research training costs based on the age of the Apprentice, legal requirements
for Apprentice’s wage, duration, subsidies, available grants / funding support.
The first question from businesses will typically be “how much is the training
going to cost me”? The Skills Broker needs to be ready to answer this question
accurately and it is a good idea to develop a costing template (Annex 4) or refer
to a cost simulator (e.g. example of France).

Training of the SERFA Skills Brokers
From May 2017, Cornwall Marine Network (CMN) designed and delivered a comprehensive
training programme for the newly appointed Skills Brokers before they would start
completing training needs analysis with businesses. The programme was aimed at ensuring
both consistency and adaptability in the roll-out of skills brokerage across seven countries.
Stage 1: Scope out the role of each partner in Apprenticeship provision
CMN designed a questionnaire to capture information on the partners’ local landscapes for
Apprenticeship provision. In particular the questionnaire provided details on:
 The partner’s main functions;
 The ability of the partner to provide guidance to business about Apprenticeship
training or the identification of the relevant stakeholders performing this role;
 The current barriers within the organisation to facilitate Apprenticeships, training
and skills and resources needed to overcome those;
 The type of Apprenticeship and skills guidance and support already offered by the
partner and other local stakeholders;
 Partner’s current level of engagement with businesses.
This questionnaire, filled in by each partner, helped define the extent to which skills
brokerage could be implemented locally, the required adaptations to the model; how the
service could be embedded into the partner’s current service offer and the relationships
with key local stakeholders.
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Stage 2: One-to-one online training sessions
Each partner then participated in two one-to-one sessions delivered by CMN’s Lead Skills
Broker. Those covered the following key areas:
 Joint review of the results of the business survey carried out by each partner to
understand the problems most small business owners have in relation to
Apprenticeships;
 Presentation of information gathered on local training providers and
Apprenticeship training available locally;
 Discussion of information collected locally on Apprenticeship funding and grant
opportunities for SMEs (cost calculation by partners);
 Review of ongoing business engagement activity.
Stage 3: Broker to business consultation: shadowing session in the UK
Ten Skills Brokers then travelled to Falmouth to attend a shadowing session at CMNs
premises. Through observation and review the partners were provided with a holistic
insight into the role of the skills broker through a number of key areas:
 Methods of business engagement and business needs analysis;
 Use of interactive and theoretical practises during consultation with SMEs;
 Creative peer learning sessions and ongoing open questioning.
Partners had the opportunity to observe Broker to Business consultations in real time and
the session culminated in the collective completion of business Training Needs Analysis
with a solution focused Training Plan.

Stage 4: Online help desk
After the shadowing session, partners started delivering training needs analysis with
businesses. CMN’s Lead Skills Broker provided ongoing online support on an individual
partner basis to answer specific questions in particular in relation to the adaptation of the
training needs analysis template.
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3.2.

Brokerage consultation and support

Meet with employer and complete extended Training Needs Analysis (TNA).

5

The training needs analysis – also sometimes called the ‘Company Training Plan’ –
is the main tool used by the Skills Broker to help formulate business needs and
associated solutions.
The TNA should capture business information in relation to:
















Business details
Staffing information
Type of business
Function of business
Business goals and targets
Challenges and Opportunities
Products and Services
ICT use
Marketing Strategy
Structure of current Team
Recruitment, Retention and Roles
Human Resources
Training and Development
Workforce needs
Company Training Plan development

A template is available in Annex 5. As part of SERFA, each partner tailored and
translated this template, designing specific questions for each of the categories.
As part of this analysis the Skills Broker can provide information on the most
common training / organisational needs businesses have and associated solutions.
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3.3.

The Training Needs Analysis in Practice

Feedback from the Skills Brokers in Poland
“The brokerage tools provide a good framework that must be used
in a flexible way by the Skills Broker. To be efficient the brokerage
tools should be used selectively and be adjusted for each interview
to the company situation.
In some cases, not all of the questions included in the questionnaire
are relevant to achieve the aim of the interview so some of them
should be omitted to avoid discouraging a respondent.
In the case of micro businesses, questions relating to accreditations
and certificates would not apply. Nonetheless, microenterprises
can benefit the most out of the brokerage service and need it most
as they do not have HR departments.
When it comes to large companies with an extensive scope of
activity, it is also difficult to go through all the questions during a
single interview. It is therefore recommended to focus on a
company specific department/unit”.
Dorota Chiluta and Jacek Korzeniak, Skills Brokers for OIC Poland

Feedback from the Skills Brokers in France
“The concept of Skill brokerage is not well known in France. At the
beginning, we tried to get in touch with SMEs by email and phoning sessions
but companies were a bit reluctant and we rarely got called back. We
decided to change the approach and help SMEs who actually were looking
for an apprentice.
MEFP already had a program dedicated to SMEs to help them with HR issues. The programme is
named “RH TPE” and provides tools and advice with recruitment, training, interviews, job
descriptions, management and Apprenticeships. So, during meetings with SMEs, it was the right
time to talk about the skills brokerage service.
The skills brokerage service was I think well received and appreciated by SMEs. The ones we met
were actually looking for Apprentices so they were happy to get help with the recruitment, the
paperwork and the tools we could provide. They specially liked that the service was free”.
Alexandre GUINE, Skills Brokers for MEFP du Pays de Brest
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Feedback from the Skills Brokers in Slovenia
“The Apprenticeships system in Slovenia is being re-introduced and is currently in the second year
of a 3-year piloting phase. For now, Apprenticeships have only been made available in four sectors
for targeted job occupations where it is difficult to recruit a skilled workforce. At this point, the
Apprenticeship is more seen as a way of schooling young people and not as much as a human
resources strategy. Thus, generally speaking, skills brokerage in Slovenia is not seen as a service of
institutions responsible for coordinating the Apprenticeship system (as chambers, CPI as a public
institute etc.).
After initial hesitations from SMEs to welcome skills brokers into their company, we decided to
change our approach in a similar way as MEFP did it in France. We offered skills brokerage to the
companies that expressed their interest in Apprenticeships but had not had their training positions
verified yet or had not met other requirements such as mentor training etc. Therefore, at the same
time as verifying training positions in the companies, we were able to conduct Training Needs
Analysis.
The evaluation shows that most of these companies face long-term lack of skilled workers and are
willing to use different resources to tackle their problems, including Apprenticeships. We
conducted Training Needs Analysis, presented the SERFA tools and told them that there will be an
online platform available. We then sent them a training plan, and asked them for their feedback
The next few months and years are going to be crucial for establishing a national system of support
for the companies that goes beyond organisational support and the experience gained through
piloting the skills brokerage service and conducting Training Needs Analysis will be a very valuable
starting point for SMEs support”.
Polona Prosen Šprajc and Ana Žemva Novak, Skills Brokers for Center RS za poklicno
izobraževanje and Gospodarska zbornica Slovenije

Follow-up with business:

6







20 | 42

Send a summary of key actions / overview of discussions;
Provide advice to business on how to draft an Apprenticeship job
specification for the vacancy identified (Annex 6); or draft it on behalf of
the business; or signpost to organisations providing such service;
Questions and answers to any additional queries;
Provide Continuous Personal Development (CPD) solutions for current staff
and signpost to relevant training providers.

Tips from the Skills Brokers:
When providing solutions for CPD, the physical distance to travel to some companies can
make it difficult to provide advice on where to find the most suitable training providers. For
this reason the geographical scale at which skills brokerage is implemented is important.

Apprenticeship creation:

7






Check the business is satisfied with the job specification and costings and
happy to begin recruitment
Provide advice on where and how to advertise the Apprenticeship vacancy.
There might be a national website on which all Apprenticeship vacancies
should be advertised (e.g. the National Apprenticeship Service in the UK).
A marketing tool checklist developed by the SERFA partners is accessible in
Annex 8.
Provide support with the interview of the Apprentice or signpost the
business to an organisation who can provide such support (Annex 8).

IV.

Conclusions

4.1.

Results of the SERFA skills brokerage

After being trained by Cornwall Marine Network, all 13 skills brokers started to engage with
SMEs in France, Germany, Greece, Spain, Poland and Slovenia. By September 2018, the SERFA
team have now delivered Company Training Plans to 169 SME employers. Of those, 85 have
since chosen the Apprenticeship route as a way to grow their workforce and created 106
Apprenticeships: 43 businesses have already recruited 46 apprentices and three employees
as a result of the support from the skills brokers. Another 60 vacancies have been advertised
or will be advertised shortly.
Some of the businesses have not completed their recruitment yet, so it is anticipated results
will increase over time as the impact of skills brokerage is fully captured in the medium-term.
Additionally, companies have already invested in training a total of 64 employees, which
demonstrates a strong commitment to upskilling the current workforce.
Considering that the project budget for the development and implementation of the skills
brokerage service and the development of support tools was 369,358 Euros across eight
partners, the cost of creating one Apprenticeship vacancy averaged to 3,484 Euros. Based on
the recent momentum we would expect that in two years- time apprenticeship recruitment
will exceed 350 between the project partners. This will reduce the cost per apprentice to Euro
1,011 each. This represents an outstanding value for money compared to other business
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support projects which tend to average to 12,000 Euros per job creation. The strength of the
SERFA offer was its capacity to join up existing local offers and complementary support
services to generate such positive outcomes.

4.2.

Feedback from SMEs on the skills brokerage service

Out of the 169 companies who benefitted from the service, 42 of them completed a feedback
questionnaire. Results reveal that 97% of the respondents considered skills brokerage was
useful in identifying the interventions that could improve skills development for their business
and team.

The communication between us and the broker/s pre and
after the consultation was appropriate and we were sent
relevant information.

14

29

8

35

The brokerage was well organised, prepared and professional.

6

The skills broker was accessible and the atmosphere of the
consultation was open and friendly.
The skills broker spent sufficient time with the business to
understand our key skills and training issues/ obstacles to
business development and growth opportunities.

13

The skills broker held relevant knowledge to provide advice
and guidance to suit our business requirements/ queries.
The brokerage helped better understand the skills needs and
training needs of our company.
The skills brokerage service was useful in identifying the
interventions that could improve skills development for our
business and team.

strongly disagree
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37
30

17

26

18

25
n=

1

disagree

16

17
n= 34

Agree

Strongly agree

The respondents additionally reported the following outcomes as a result of the skills
brokerage service:

As a result of the skills brokerage service, I now find it easier
to access skills and training solutions and I know where to go
for support.

19

The support received has allowed for the undertaking of
incremental improvements to the business that would not
otherwise have been undertaken at this time.
We have since invested in skills / training solutions for our
existing workforce. If so , how many members of staff have
been trained? Please indicate below:

5

13

15

2

6

4

6

18

3

1

15

13

7

We have recruited an employee/ several employees. If so,
how many have you recruited? Please indicate below:

We were signposted to additional business support services. If
so, please detail below:

23

1

We have recruited an apprentice/ several apprentices. If so,
how many have you recruited? Please indicate below:

24

6

2

12

18

10

11

15

18

We would welcome an annual review of our training plan.

strongly disagree

disagree

Agree

Strongly agree

Companies additionally provided the following qualitative comments:
“We will continue to use a skills broker in the future as it makes the process of recruitment so
much easier on our behalf”.
“As part of the ambitious growth plans we have in place for the harbour, ensuring that we set
the right foundations to grow our resources, staff and skill set in line with that growth is crucial
to ensuring the overall realisation of those goals in our short, medium- and long-term
ambitions. Your assistance has helped us to unlock the resources we require and begin to plan
how we want our team to look and be skilled in and utilising these services will enable us to
do this as we grow so every skill and new staff member we take on, plays a part in that growth.
Thank you for the support”.
“Interesting service, useful when investing in employees; helps to unlock business potential,
free of charge consultation is a plus as not all the small businesses can afford such kind of
service or know about its existence”.
“Very valuable service for SMEs”.
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“Thank you for the support of Mr. Guiné, he was present and knew how to take the time to
listen to our needs and meet our expectations. His telephone reminders were not harassing
and were justified. Thank you for your good work!”
“I found the intervention relevant and professional”.
“From the moment we engaged with the Cornwall Apprenticeship Agency, the path forward
became clearer. We better understood what apprentices would be looking for from us and
how we could reach out to the right types of candidates. There is also the added benefit of
heaps of support along the way, but ultimately, we always had control”.

4.3.

Success factors and conditions for skills brokerage roll-out across
Europe

The extensive pilot of skills brokerage with 268 companies across seven countries led to
identify a number of success factors and conditions for the implementation of such service as
an enabler of Apprenticeship creation in small and medium-sized companies.
Pre-conditions / enablers:





A service centred on the business: a holistic approach that is different from, but
complementary to an individual’s skills assessment;
A relationship of trust to ensure the business understands the benefits of the service
and feels confident sharing business information;
Stakeholders (e.g. chambers of commerce, training providers, etc.) convinced of the
value of skills brokerage
An effective coordination of all parties involved

Methods and tools:






A fit-for-purpose skills assessment tool that can be tailored to each individual
business;
Delivery by a trained advisor i.e. the skills broker;
A face-to-face delivery in opposition to an online help desk;
A free service;
A bespoke support package to accompany businesses once they have decided to
choose the Apprenticeship route.

Such positive results open up the door to further roll-out of the skills brokerage service across
Europe with the prospects of thousands of Apprenticeships being created.
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Annex 1: Pipeline of businesses
Business
Name
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Key
Contact
details

Location

Vacancy
Information

Apprenticeship
Training Available

Funding/Grants
support

Additional
CPD for
staff

Annex 2: Telephone TNA

Telephone Business Training Needs Analysis Form
BUSINESS DETAILS
Company Name:

Contact:

Address:

Postcode:
Telephone Number:

Website:

Contact name:

Position:

Direct Line or Mobile:

Email:

TRAINING / ORGANISATIONAL NEEDS:
Apprenticeships: (Add in details of the current apprenticeships or if they have an interest in recruiting an
apprentice)

Other Training: Do you have any current requirements for training any of your existing staff? Proceed to
complete company training plan for more details.
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Annex 3: Apprenticeship costing template

Scenario 1
Age
Wage
Hours weekly
Weekly wage
Yearly wage
Organisation support cost?
Training costs
Funding or Grant support

Scenario 2
Age
Wage
Hours weekly
Weekly wage
Yearly wage
Training costs
Organisation support cost?
Funding or Grant support
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16-18
(Minimum Apprenticeship wage)
(Minimum number of hours per week)
£
x
=£
£
£
£
Total = £

19-24
(Minimum Apprenticeship wage)
(Minimum number of hours per week)
£
x =£
£
£
£
Total = £

Annex 4: Employer FAQ

Apprenticeships: Employer FAQs
What is an Apprenticeship?
An Apprenticeship combines a job with training. Apprenticeships can be used for anyone, regardless
of their experience or age. Apprenticeship programmes span from level 2 – 7. They enable individuals
to carry out a structured training programme which includes professional qualification(s) and on the
job training. They equip individuals with the relevant skills, knowledge and behaviours required to
carry out a specific job role.
What are the benefits of Apprenticeships?
They are a tried and tested way to recruit new staff. They provide an opportunity to develop new
talent and upskill existing talent. Employers who recruit Apprentices often notice a reduction in staff
turnover and an increase in employee loyalty and satisfaction. Additionally, they can be a cheaper way
to recruit staff and can provide the apprentice with the opportunity to progress their skills and develop
in their role. To hear about what benefits employers report, have a read of the Apprenticeship
Champions’ interviews.
What is the difference between an Apprenticeship “standard” and “framework”?
Apprenticeship standards are much more rigorous than the old frameworks and are designed by
industry employers. The new standards ensure Apprenticeship programmes are both challenging and
fit for purpose and they include an end-point-assessment. Currently there are over 500 Apprenticeship
standards
in
development.
For
a
full
list
of
Apprenticeships
available:
www.gov.uk/government/collections/apprenticeship-standards
When will the Apprenticeship frameworks be phased out?
The old frameworks are currently being phased out and replaced with new standards. The
Government expects the standards system to completely replace the frameworks system by 2020.
How long do Apprenticeships last?
The duration varies depending on the Apprenticeship that you choose and the apprentice you employ.
The minimum duration of an Apprenticeship is 12 months. Check the Apprenticeship standard
specification for the length of the programme.
Is an Apprenticeship a real job?
Yes, apprentices must be employed into a real job. They are contracted into a role by the employer
and are required to work a minimum of 30 hours per week. The apprenticeship contract must stipulate
the following: duration of the Apprenticeship, the training provided, the working conditions and the
qualifications the apprentice will be working towards. Each Apprenticeship must include a minimum
of 20% time “off the job” training.
Can an existing member of staff be offered an Apprenticeship?
Yes if the Apprenticeship is relevant to their job role, teaches them something new, and provides
career progression. Funding is only available for Apprenticeships that are relevant to the individual’s
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job role. The Apprentice must be able to demonstrate the required skills, knowledge and behaviour
specified in the Apprenticeship.
Does the term “Apprentice” need to be used in the Apprentice’s job title?
No. Job titles are set by each employer.
Will Apprentices require time off to study?
Yes, a requirement of each Apprenticeship standard is that the Apprentices must have 20% off their
paid for hours allocated to “off the job” training. A range of activities will qualify as this and you can
work with your chosen training provider to ensure that your Apprenticeship programme meets these
criteria.
How much should Apprentices get paid?
All Apprentices get paid a salary and this will differ depending on the job role. The employer must
comply with the national minimum wage legislation (the current Apprenticeship minimum wage is
£3.30 an hour). Apprentices over 19 must be paid the minimum wage of their age category. Higherlevel Apprenticeships are subject to the national minimum wage, not the Apprenticeship minimum
wage. Apprentices must be offered the same conditions as other employees working on similar grades
or in similar roles, including paid holidays, sick pay and any benefits you offer (e.g. childcare voucher
schemes, coaching or mentoring etc.).
How much does Apprenticeship training cost?
There are 15 funding bands which Apprenticeship standards are allocated to. The bands range from
£1,500 to £27,000 per Apprenticeship depending on the level and Apprenticeship type. All existing
standards will be placed within one of these bands and it will be up to the employer to negotiate costs
with training providers.
Are there any concessions available for hiring an Apprentice aged 16-18?
Yes, organisations will receive £1,000 to meet additional costs. Additional support of £2,000 will be
available for employers and training providers that take on 16-18 year olds or young care leavers (1824 year olds) with an education, health and care plan. This will be split evenly between the employer
and the training provider.
What is the Register of Apprenticeship Training Providers (RoATP)?
The RoATP is the official register for Apprenticeship Training Providers. Since April 2017, only Training
Providers registered on the RoATP are able to access funding and run training for Apprenticeships.
You can find out which Training Providers are registered to provide training for the Apprenticeship
that you are interested in at: www.findapprenticeshiptraining.sfa.bis.gov.uk
What is the Apprenticeship levy?
It is a tax on all UK employers with an annual PAYE bill of over £3 million. All employers over this
threshold will pay a tax of 0.5% of their pay bill.
Why has the levy been introduced?
It has been introduced by the government to increase investment in training and to upskill the
workforce. The government has committed to a target of creating 3 million new Apprenticeship starts
by 2020.
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What can the levy be spent on?





Training and assessment for an Apprentice
On an approved Apprenticeship standard or framework. Most Apprenticeship standard will
have professional qualifications embedded.
On an approved training provider and assessment organisation
Up to the funding band maximum to the Apprenticeship

What can’t the levy be spent on?





It cannot be spent on paying the salary of the Apprentice
It cannot be used to fund the management of the Apprentice or Apprenticeship programme
It cannot be used to cover the cost of setting up an Apprenticeship programme
It cannot be used to fund traineeships or work placements

Will all employers receive a levy allowance of £15,000?
Yes, in the form of one annual payment made into the employer’s digital account. The Digital
Apprenticeship Service (DAS) is an online bank account where levy paying employers will be able to
manage their levy funding. Registration for levy payers is open at www.gov.uk/guidance/manageapprenticeship-funds.
How will the levy be taken?
The levy will be taken monthly based on your monthly pay bill. Under and over payments will be
adjusted in the same way as all tax calculations. The levy will only be taken on months where an
employer’s pay bill exceeds £250,000. There will be several clauses relating to the payment of the levy
from HMRC.
How can I access the levy pot?
The Digital Apprenticeship Service (DAS) is available to view and access levy funding. Each levy
payment will have a 24-month expiration date; therefore, you can choose which funding you would
like to use first. At the end of 24 months, any unpaid levy will be made available to other employers
who want to spend money on Apprenticeships.
What happens if you spend all your levy before the end of an Apprenticeship?
Any levy paying employer who wants to spend more money than is in their levy “pot” will be able to.
Once the levy pot is empty, employers will switch to the same co-funding rules that will be applied to
non-levy paying employers. Therefore 90% of the remaining training and assessment costs will be
covered by government, with the employer only paying 10% of the remaining costs.
How does funding work for non-levy paying employers?
Apprenticeships are eligible for 90% funding from government. This means that non-levy paying
employers will only have to pay 10% of the cost for training and assessment of Apprenticeships. The
government will pay 100% of the cost of Apprenticeships to non-levy paying employers who employ
less than 50 people or if they employ a 16-18-year-old apprentice.
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Annex 5: training needs analysis.

Section One – Company Information
1 - Company Name

2 - Companies House
Number

3 - Registered address

4 - Contact Details

5 - How many people did you employ in the last approved accounting period (across the whole organisation)?
9 or less

10 to 49

50 to 249

250 or more

6 - What is the legal status of your organisation?

……………………………………………………………………………………………………………………………………………………………
………………………..
7 - What is the main function of your business?

……………………………………………………………………………………………………………………………………………………………
………………………..
……………………………………………………………………………………………………………………………………………………………
………………………..

Section Two – Training Needs Analysis
1

Information about Company Background, Business Vision & Goals

2

Markets, Products & Services
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3

Accreditations and Standards

4

Operations

5

Structure and People

6

HR Policies and Procedures
Indicate if employees have the following:
Job Descriptions
Employment Contracts
Annual Appraisals
Are they up to date
Do you have a training plan?
Do you have a Health & Safety Policy

All
All
All

Some
Some
Some
Yes
Yes
Yes

None
None
None
No
No
No

Training and Development
Details and information on previous recruitment of Apprentices

Section Three – Company Training Plan
Business issues requiring
training solution/Support
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Type/Level of qualification –
Apprenticeship / short course or
support proposed

No of
employees
requiring
training/support

Training/support
required when?
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Annex 6: Guidelines for drafting the job specification

JOB / APPRENTICE DESCRIPTION GUIDELINES

Describing your offer in detail will help you reflect on what you can offer to young people by open an
apprenticeship vacancy. It will help you look for the right young person. The following table can be
used to draft a clear job / apprentice description.

Company introduction Describe the size, organisation, values and culture of your company. The less known
your business is, the more detail you should provide. Do not forget to draw attention
to the benefits your company offers.

Occupation profile

Briefly describe the occupation and the main tasks and responsibilities of the
apprenticeship position. Show the career prospects of this occupation in your
company.

Content of training

Based on the qualification profile, describe concrete tasks and requirements as well
as associated responsibilities. Describe how the training will take place, which learning
methods will be used. Present your training plan.

Requirements

Here you can list the professional, personal and methodological skills that you expect
from your future apprentice. Distinguish between essential and non-essential skills
and qualifications. A clear wording should indicate exactly what is really expected.

Benefits

Provide details about salary and other company benefits. Mention potential
progression and further training opportunities.

Instructors

Give a short presentation of the training instructors.

Application procedure

Provide details about the process for applying (e-mail, online or by mail), deadlines
and documents required. Give advice for the application.

Contact details

Indicate the name, function, e-mail address and telephone number of the contact
person available to answer questions and acknowledge receipt of applications.
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Not relevant

Already in
place

SERFA MARKETING TOOLS CHECKLIST

Interesting

Annex 7: Marketing tools checklist

APPRENTICESHIP CAREER WEBSITE
Company websites are one of the top sources of information for young people looking for a training vacancy. It is
always online, has an unlimited reach and can provide detailed information of current training vacancy.
Set up an Apprenticeship career website (either as part of company website or own
website) in responsible design (e.g. readable with mobile phones).
Make the Apprenticeship career website visible and provide links.
Provide detailed information about the training position (see Annex 1).
Maintain career website continuously.
TRAINING BLOG

Developing and creating an apprentice blog can be an innovative way to attract the target groups you have set for
your Apprenticeship program. It can work additional to the apprentice career web page or even independently as
an informational portal that will provide the applicants with all the useful information they need to have regarding
their potential cooperation with your company. It is a useful tool to improve your company’s image towards the
applicants and increase your company’s attractiveness as an ideal place for apprentices and people that are
interested in in-company training.
Provide some short description of the purposes that the apprentice blog is meant to fulfil.
Describe your company / organization (who you are, what you do, what is your goals and
objectives, the tasks that are implemented in order to function well, etc.). Include also
your contact details so that applicants will be able to reach you.
Provide some information regarding Apprenticeship (how it works in your country, what
are the types of apprenticeship, etc.).
Provide detailed information about the training position (see Annex 1).
Promote the benefits that the applicants will have in case of cooperation with your
company (e.g. possibility of maintaining the job position even after the Apprenticeship
program is over, strong asset for your CV, recognition in the labour market, etc.). If
available, include quotes of former trainees that have worked for your company, pointing
out the diverse benefits for future applicants / apprentices.
Maintain apprentice blog continuously.

VACANCY ANNOUNCEMENTS
Announcements for vacant training positions can be posted online or offline. Take advantage of specialised job
databases (e.g. employment service, chambers). Off-line announcements can be placed in traditional print ads in
newspapers (e.g. regional newspaper).
Search for online databases and offline newspapers. Select the most attractive one.
Use a design to attract attention and pique curiosity. Communicate only with most
important aspects. Link to your Website.
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Not relevant

Already in
place

Interesting

SERFA MARKETING TOOLS CHECKLIST
Provide brief information about training position (see above).

TRAINING BROCHURES AND FLYERS
A training brochure - or a shorter version, a training flyer - is an excellent advertising tool which companies can
have on hand all the time for a wide range of situations and purposes to raise its profile as a company that provides
training and as a way of offering a first look at training-related information.
Define the target group of the flyer. Focus on essential information.
Find distribution channels (e.g. employees, contact with customers).

SOCIAL MEDIA
As a recruitment instrument, social media can often be used in a way similar to training blogs. That is, they also
offer an opportunity to provide interesting and vivid glimpses of in-company training through photos and videos.
Interactive functions allow people interested in training to make contact with a company and perhaps even its
trainees is simple informal way.
Find a social network that best reaches your target audience. Research the benefits and
drawbacks the network offers as a basis for your decision.
Establish a presence on the network. Involve your apprentices in keeping the profile up to
date.
Keep the social media profile active. Build up a network and generate “likes”.
Allocate adequate resources for this purpose.

OPEN DAY EVENTS
At an open company day – or similar formats, such as open-door days, training days, or meet-the company days –
young people are invited to the company. On-site, they get a hands-on look at the company and professions for
which the company offers training. An open company day is a win-win situation. Companies come into direct
contact with potential trainees and get them excited about training, and young people can get information without
any obligation and form a clear picture of the company in a real-world environment.
Consider who you want to reach (e.g. schoolchildren, parents and teachers). Shape the
scope, format and content of the event to the expectations of your target group.
Organize the company day: Welcome, Introduction to the company, provide information
about training, let visitors perform practical tasks, give application training, impart
knowledge, organize factory tours etc.

TRAINING FAIRS
In many countries there exist a considerable number of training and career fairs. At these events, companies can
present themselves at their own information stands as attractive training organizations. Trade shows offer the
advantage of facilitating contact not only with a large number of young people, but often also with teachers and
parents as well.
Find regional training and career fairs or look for industry-specific events.
Plan your participation in advance.
Set your goals: get in contact, gain a better understanding of young people’s expectations,
reach multipliers (teachers, parents), initiate school partnerships etc.
Make share that your stand is attractive. Create attention for the target group.
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Already in
place

Interesting

SERFA MARKETING TOOLS CHECKLIST
Be active respective create ideas to get in contact with young people.

SCHOOL PARTNERSHIPS
Cooperation with schools or similar formats, such as class sponsors and training partnerships, are almost
indispensable in the recruitment of apprentices. No other recruitment instrument ensures continuous access to such
a large number of potential apprentices. Thus, they make easier or even enable the use of many other recruitment
instruments based on direct contact with young people.
Consider type of schools that you want to address. Select suitable schools in the area.
Gain access to schools:
 Pitch your idea directly to schools.
 Use existing contacts with schools (e.g. employee of school-age children).
 Your chamber may give support to establish school partnerships.
 Research career guidance projects which mediate between companies and
schools.
 Get involved to regional networks.
Establish a partnership:
 Make initial contact. Promote benefit of partnership for schools and students.
 Organize an initial meeting. Make suggestions you want to carry out. Develop joint
activities.
 Conclude a formal agreement (e.g. points of contact, planned activities, resources,
goals).
 Actively maintain the partnership.
Create an idea for school partnerships – some examples:
 Classroom presentations of company and occupations.
 Advertise practical opportunities and recruiting events.
 Application training and give feedback on applications.
 Support for project weeks

USE PERSONAL NETWORK OF EMPLOYEES
Recruiting trainees through personal contacts and networks of employees and trainees is a particularly costeffective form of recruitment. There are tremendous opportunities within private networks to distribute authentic
information about companies and training positions. Employee referral programs promote and provide structured
opportunities to name friends, acquaintances, and family members that would make strong candidates for training
positions at the company. They are also a targeted channel of word-of-mouth for the benefit of the company.
Set up an employee referral program which includes training positions.
Satisfaction with the company as an employer is a prerequisite for this. Create further
incentives for employees.
Let your employees and trainees know what the program entails and how it works. Talk
about the different ways employees can make referrals and discuss the role of social
networks (e.g. Xing and Facebook).
Address highly motivated employees personally through their supervisors and ask them at
regular intervals whether they can recommend qualified candidates for training positions.
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Think about the circle of participants for your program. In addition to your current
employees, this could also include former customers or suppliers who may be able to
actively promote your company.
Source: Lietzmann & Mayerl (2015). Finding and Retaining Trainees: A Recruitment Handbook for Small and Medium Enterprises.
Berlin/Vienna.
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Not relevant

Already in
place

Interesting

SERFA MARKETING TOOLS CHECKLIST

Annex 8: Interview template

Interview Assessment
Candidate Name: ..............................................................................................................................

Company: ..........................................................................................................................................

Job Title: ............................................................................................................................................

Interview Date: .................................................................................................................................

Points System
(Criteria to be measured against Project Scope)

4
3

Well above required standard
Meets required standard

2
1

Some Weaknesses
Below required standard

BEFORE OR AFTER QUESTIONING RUN THROUGH:
Introduction to role and role of the business:
Any unusual hours of work, working conditions, terms and conditions e.g. holidays etc.

Criteria/Question Rating 1 – 4 Comments to support
rating
Please run through your CV and
give us an insight into your
background:

/4
What experience(s) have you had
to date which you feel would be
relevant to this position and why?

/4
What is your impression of this
industry/organisation?

/4
Give an example of a time when
you had to plan, implement and
evaluate a project or task. How did
you perform and what were your
measures of success?
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/4

Give an example of when you
successfully introduced change
into a project or task. How did you
do it and what were the outcomes?

/4

What time management strategies
do you use and how do you set
priorities?

/4
What do you think the measures of
success will be with this role?

/4
What do you feel will be your
biggest challenge in this role?

/4
What support would you need from
a mentor to develop your skills or
knowledge so that you could
achieve the responsibilities of the
role?

/4

What do you feel will be your
biggest challenge in this role?

/4
Have you got any questions for us?

CRITERIA QUESTION
TOTAL:

TASK NOTES AND SCORE IF APPLICABLE /10
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/40

OBSERVATION

Comments

First Impressions/ Punctuality

Communication Skills

Listening Skills

Maturity

Specialist Skills

Team Player

Commercial Awareness

Knowledge of Company

Company Fit

Sense of Humour

ONLY ASK THIS QUESTION IF THE RECRUITMENT TEAM HAS
FLAGGED UP A DISABILITY TO YOU PRIOR TO INTERVIEW

You have declared that you consider yourself to
have a disability. Would you be comfortable
informing us of any reasonable adjustments you
would need to be made for you in the workplace?
Yes

Contact number for feedback?

Salary Expectation/Range:

No

If yes: what, if any reasonable adjustments would
you need to be made for you in the workplace?

Documents attained:
Degree Certificate Copy
Candidate Declaration Form
CV
Copy of Passport/ID
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(use separate sheet if necessary)
Notice Period:

Car Driver?

Car Owner?

Normal Mode of transport
Please circle:

SUCCESSFUL

UNSUCCESSFUL

Agreed Feedback

Interviewer’s Name and Signature:
(Print name)

________________________________________
Signed:__________________________________

You may also want to refer to the Myers-Briggs Type Indicator (MBTI). MBTI is used widely to try to
classify personality traits:
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http://www.hrwale.com/myers-briggs-type-indicator-mbti-2/.

