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	For HRU use only
	Ref: 3114


	Section/Location
	Early Intervention, Prevention and Support Services based in any of the council’s locality teams (childrens’ centres). 

	Post Title
	Business Administration Apprentice Level 2/3

	Permanent/Temp
	Fixed term 18 months

	Grade
	Apprentice 

	Responsible to
	Business and Operations Manager

	Job Purpose


	As an apprentice you will be required to develop skills, knowledge and experience in all aspects of administration.  This will be via on the job training and formal training sessions to gain the knowledge and understanding required to provide an efficient and effective clerical and administrative support service. 
We are looking for an apprentice who will be based initially in the Locality Team in Shiremoor Children’s Centre. Over the course of the apprenticeship you will rotate around each of the centre’s : Whitley Bay Customer First Centre, the Riverside Centre and Howdon Childrens Centre and you will be part of the admin team assisting in the efficient delivery of advice and information. 
You will attend regular meetings with your work supervisor, have your work observed and attend training sessions with other apprentices leading to a nationally recognised Apprenticeship.  This consists of a Diploma and Functional Skills (Maths, English & ICT).



	Job Content



	The Business Administration Apprentice will:

· Learn how to provide basic administrative and clerical support, with training and guidance from the line manager.  Duties may include answering the telephone, photocopying, collecting and distributing post, ordering stationery, filing and maintenance of Service User records, typing, producing reports, notes of meetings, organising meetings and any other administrative duties
· Be trained to carry out general reception duties including welcoming visitors and helping with appointments
· Develop the skills to deal with basic customer enquiries with the guidance of the Manager including dealing with initial enquiries, referrals, message taking and making appointments
· Input and extract information from a range of information systems
· Be trained to operate corporate computer systems
· Work in accordance with set policies and procedures
· Attend staff meetings and training, including work towards the academic elements of the role, as required


	Performance standards



	· Demonstrate professionalism in the work place

· Ability to work as part of a team

· Good customer service skills

· Undertake the role in accordance with existing working practices

· Acknowledgement of need for confidentiality

· Attendance and completion of the academic requirements of the apprenticeship


	Benefits of Apprenticeship


	· We will pay for a travel pass for you to travel to and from work and your training provider

· You’re earning whilst you learn

· You gain a Diploma at the end of the apprenticeship

· You will gain a variety of skills and knowledge working in this placement, for example, excellent communication skills

· You work alongside professionals with extensive knowledge in the area in which you will be working

· You will receive guidance from your line manager and mentor throughout your apprenticeship to ensure that you are achieving good outcomes

	Working conditions



	Apprentices will undertake on the job training in the workplace. The classroom based part of the apprenticeship will take place with a local training provider away from the workplace.
The role will be office based on the front reception or within the admin office. During your apprenticeship you will be moved between Teams in order to gain a breadth of experience and knowledge. 


	After you apply


	Once you’ve applied, we will contact you to inform you whether or not you’ve been successful. If you’re successful, we will invite you to come along to our corporate offices located at Cobalt, where you will get an insight into the working environment and meet team members and managers. Following this, the interviews will begin and we will contact you to inform you whether you have been offered an apprenticeship.

Best of luck to you!



                                                 Person Specification
Person Specification
	Factor


	Essential
	Desirable
	Assessment Means

	Skills, knowledge & aptitudes
	Basic IT skills (use of email and word) 

Good level of literacy and numeracy
Ability to work in a flexible and responsive way

Ability to work as part of a team
Good communication skills


	Awareness of electronic media and how it can be used

Interest in issues affecting children, young people and their families.

	Assessment and Application

	Qualifications and Training
	Some GCSEs including Maths and English (or the equivalent)
A commitment to work towards the academic requirements of the role including Functional Skills 


	
	Application & Interview

	Experience
	
	Work experience within an administrative or customer service role.

	Application & Interview

	Special Requirements
	Enthusiasm

Good punctuality and ability to manage time well

Friendly, helpful and keen to offer good service to customers

Motivated and willing to learn

Willingness to learn to use a range of software

Interested in working in local government

Able to meet the travel requirements of post

Resilient and tolerant as the service deals with the most vulnerable families in our community.
	
	Application & Interview
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