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	For HRU use only
	Ref: 3317


	Section/Location
	Housing Growth Team, Environment Housing and Leisure

	Post Title
	Business Administration Apprentice Level 2/3

	Permanent/Temp
	Fixed term 18 months

	Grade
	Apprentice 

	Responsible to
	Business Support Manager

	Job Purpose

	As an apprentice in the Housing Growth team you will be required to develop skills, knowledge and experience via on the job training and formal training sessions to gain knowledge and understanding to provide an efficient and effective administrative support service.  

The apprentice will work in the Housing Growth team and will be based at the Council Offices, Quadrant, Silverlink North.

The Housing Growth team is responsible for delivering housing growth across North Tyneside including the delivery of 3,000 affordable homes by 2024. The team is also responsible for coordinating activities for the North Tyneside Trading Company. This company is wholly owned by North Tyneside Council and focuses on a wide range of activity including building homes for sale, marketing and affordable rent.  
We are a very busy team and our work is challenging! We run several major construction projects and undertake a diverse range of work including marketing, communications and project management. Working in our team you will learn a wide range of skills and have the opportunity to experience a wide range of our work.
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 qualification. This also involves Functional Skills (Maths, English & ICT) where level 1 not already achieved..


	Job Content

	Our Business Administration Apprentice will:
· Learn how to provide basic administrative and clerical support, with training and guidance from the team and mentor.  Duties may include answering the telephone, managing, organising meetings and filing, producing reports, taking notes of meetings and any other administrative duties.
· In addition, there may be opportunities to go out with the team on site visits, meet tenants learn new IT systems, support rent collection and deal with customer enquiries, help maintain websites and  produce marketing material
· Develop the skills to deal with basic customer enquiries with support from the team. This includes handling initial enquiries, taking messages and making appointments.
· Input and extract information from a range of information systems. 
· Be trained to operate council 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

· Maintain confidentiality in all areas of the service.
· Attendance and completion of the academic requirements of the apprenticeship

	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 in an office environment in the Council Offices, Quadrant, Silverlink North. 


Person Specification

	Factor

	Essential
	Desirable
	Assessment Means

	Skills and knowledge
	· Basic IT skills (use of email and Microsoft Word and Excel) 
· 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
	
	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

	
	
	

	Special Requirements
	· 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
	
	Application & Interview
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