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Sunderland
City Council




Person Specification

Position Title:

Apprentice Human Resources Assistant 

(HR Support Apprenticeship - Level 3)

Salary Grade:

£3.70 per hour (in first year)





National Minimum Wage (in second year)
Directorate:


Corporate Services
Service:


HR & OD
Reports to:


Human Resources Manager
	Essential Requirements 
	Method of Assessment

	Education Attainment and Qualifications

· Numeracy and Literacy skills (ability to achieve Level 2 in English and Maths prior to completing the apprenticeship)

	· Application form

· Interview

	Skills, Knowledge and Ability
To be able to develop:

· An understanding of employment legislation, the Council’s terms and conditions of employment and HR policies and processes 
· Effective interpersonal skills, to be able to communicate with managers and colleagues using the telephone, face to face and in writing

· Good working relationships and to work well as part of a team
· Ability to plan and organise own work

· Ability to follow instructions and to work to deadlines
· Good IT skills


	· Application form

· Interview
· Online assessment

	Work Related Circumstances

· Adaptable to changing work priorities and requirements
· Flexible approach working across teams
· Be able to maintain confidentiality
· Ability to relate well to people
· A willingness to learn and listen
· Commitment to Equal opportunities
· Commitment to attend training to successfully complete HR Support Level 3 apprenticeship


	· Application form

· Interview


HR & OD Service
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