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	For HRU use only
	Ref: 3117


	Section/Location
	Human Resources, from the councils main building at Quadrant

	Post Title
	HR Administration Apprentice Level 3

	Permanent/Temp
	Fixed term 18 months

	Grade
	Apprentice 

	Responsible to
	HR Project Support Officer

	Job Purpose

	As an apprentice the post job holder will be required to develop skills, knowledge and experience in all aspects of delivering an HR administrative service linked to HR Advisory and Strategic HR services.  This will be via on the job training and formal training sessions to gain knowledge and understanding to provide an efficient and effective Human Resource service.
To attend regular meetings with the supervisor and assessor and attend training sessions leading to a nationally recognised Apprenticeship.  This consists of a CIPD level 3 qualification in HR along with Maths and English Level 2 (if these have not been achieved). 


	Job Content

	The HR Administrator Apprentice will assist and support the HR teams.  
You will:
· Learn new skills and gain experience in administrative work such as photocopying, pulling training materials together, maintaining records etc.
· Gain knowledge in HR processes and procedures 
· Develop an understanding of an effective HR service
· Undertake general tasks including welcoming visitors, answering the telephone and helping with making appointments/ meetings
· Deal with basic customer enquiries with the guidance of the HR Project Support Officer.
· Work in accordance with set policies and procedures
· Attend staff meetings and training, including working 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


	Working conditions

	Apprentices will undertake on the job learning in an office environment. The classroom based part of the apprenticeship will take place with a local training provider.




Person Specification
	Factor


	Essential
	Desirable
	Assessment Means

	Skills and knowledge
	· Basic IT skills (use of email, word and excel) 

· Good level of literacy and numeracy


	· Awareness of the role of an HR service
	Assessment

Assessment & application

	Qualifications and Training
	· 5+ GCSE’s with a C or above in English and Maths (or the equivalent)
· A commitment to work towards the academic requirements of the role including a level 3 professional qualification and functional skills. 


	
	Application & interview

	Experience
	
	· Work experience within an office environment 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

	
	Application & Interview
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