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	For HRU use only
	Ref: 3114


	Directorate
	Health, Education, Care and Safeguarding

	Section/Location
	Management Support Team

	Post Title
	Business Administration Apprentice Level 2/3

	Permanent/Temp
	Fixed term 18 months – 37 Hours Per Week

	Grade
	Apprentice

	Responsible to
	Service Manager

	Responsible for
	Apprentice 

	Job Purpose

	As an apprentice you will develop skills, knowledge and experience in all aspects of administration. This will be via on the job training and formal training sessions to gain knowledge and understanding to provide an efficient administrative support service. 

The Management Support Team helps the senior management team manage the Adult and Children’s social care services. You may be the first point of contact between service users, services, other professionals and the senior Management team.
The varied administration work you will learn, alongside Senior Managers and other professionals, will be an exciting opportunity to develop your skills and knowledge around how both adults and children’s social care is managed and the systems which make this happen. The work involved will also provide some great opportunities, experience and insight into the workings of a large organisation and the wider role of North Tyneside Council in the community.
You will work as part of an operational team assisting in the efficient delivery of advice and information and will receive ongoing support including induction, training and regular supervision..

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


	As an apprentice in the Management Support Team, you will be trained to provide a comprehensive range of support services to the Senior Managers and other support staff within the Health, Education, Care and Safeguarding service. You will:

· Undertake photocopying, filing, faxing and emailing
· Be trained to receive telephone calls/email enquiries and respond accordingly

· Learn to process invoices and carry out other finance tasks 

· Learn  diary maintenance by organising meetings and accepting meetings electronically

· Deal with incoming and outgoing correspondence and distribute appropriately
· Learn how to organise meetings and book rooms.

· Learn how to prepare complex and confidential documents.

· Assist Senior Managers through researching information as requested

· Assist in arranging events and conferences


	· Learn how to maintain databases of information as necessary
· Be involved in taxi monitoring checks 

· Order stationery for the team using the intranet ordering system

· Maintain confidentiality at all times

· Work in accordance with the council’s policies and procedures

· Attend relevant training 

	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 will work alongside professionals with extensive knowledge in the area which you will be working in
· 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 an office based environment.  The classroom based part of the apprenticeship will take place with a local training provider away from the work place.



	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




	After you apply 



	Once you’ve applied, we will contact you to inform whether or not you’ve been successful. 

If you’re successful, we will invite you to come along to our corporate offices currently 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 SPECIFICATIONPerson 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
	Assessment and application

	Qualifications and Training
	Some GCSE’s 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 role or other work experience


	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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