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High Tunstall College of Science 

Job Description – Business Administration Apprentice
	1. INTRODUCTION

	NAME:

	Post Title:
	Business Administration Apprentice

	Post Purpose:
	· Working within guidelines and instructions, provide general clerical and administrative support to the college including answering of telephones, taking messages and responding to enquiries, using school office equipment, reception and general office duties. 

	Reporting to:
	Office Manager

	Liaising with:
	Headteacher, Leadership Team, Teachers and Support Staff, Students, LA Representatives, Governors, External Agencies and Parents/Carers.

	Working Time:
	37 Hours, Term Time Only + 10 days

	Salary/Grade:
	National Apprentice Minimum Wage

	Disclosure level
	Enhanced DBS

	2.
	MAIN RESPONSIBILITIES

	
	
	· Provide clerical, administrative and secretarial support for the College. 

· Dealing with visitors, receive and make telephone calls, deal with personal enquiries and take action as appropriate

· Assist in the organisation of events in the College such as parent’s evenings, school productions, awards evenings. 

· Develop skills, knowledge and experience in business administration whilst working towards an NVQ level 2 and/or level 3 in Business Administration. 

· Work effectively in a team, liaising effectively with other staff, meeting deadlines and following Office Manager’s instructions. 

· Use college ICT packages effectively including SIMS.

· Demonstrate a commitment to developing personal skills in accordance with the apprenticeship framework. 

· Meet deadlines associated to progression throughout the full apprenticeship period.
Any other duties of a related nature, which might reasonably be required and allocated by the Office Manager. 

	3.
	SUPPORT FOR STUDENTS

	
	· Attend to the students’ personal needs, and provide advice to assist in their social, health and hygiene development

· Establish productive working relationships with students, acting as a role model

· Provide information and advice to enable students to make choices about their own learning/behaviour/attendance

· Challenge and motivate students, promote and reinforce self-esteem


	4.
	SUPPORT FOR THE TEACHER

	
	· Liaise with feeder schools and other relevant bodies to gather student information

· Be responsible for keeping and updating records as agreed with other staff, contributing to reviews of systems/records as requested

· Establish constructive relationships with parents/carers, exchanging information, facilitating their support for their son/daughter’s attendance, access and learning and support home to college and community links

· Clerical/admin support e.g. dealing with correspondence, compilation/analysis/reporting on attendance, exclusion etc., making phone calls etc. 



	5.
	SUPPORT FOR THE COLLEGE

	
	
	· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection. Reporting all concerns to the appropriate person
· Contribute to the overall ethos/work/aims of the college
· Participate in training, other learning activities and performance development as required
· Attend and participate in meetings as required
· All staff in college will be expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of raising pupil achievement and effective team working

	6.
	STAFFING:

	
	
	· To take part in the college’s staff development programme by participating in arrangements for further training and professional development.

· To continue personal development in the relevant areas.

· To engage actively in the Performance Management Review process.

· To work as a member of a designated team and to contribute positively to effective working relations within the college.


	7.
	QUALITY ASSURANCE:

	
	
	· To help to implement college quality procedures and to adhere to those.

· To ensure that all documentation is produced to high standard and in line with the college’s policies.


	8.
	MANAGEMENT INFORMATION:

	
	
	· To maintain appropriate records and to provide relevant accurate and up-to date information for Management Information System, registers, etc.


	9.
	COMMUNICATIONS & LIAISON:

	
	
	· To communicate effectively with the parents of students as appropriate.

· To communicate and co-operate with persons or bodies outside the college.

· To follow agreed policies for communications in the college.

· To take part in liaison activities such as parents’ evenings, tutor days and liaison events with partner colleges.


	10.
	MANAGEMENT OF RESOURCES:

	
	
	· To contribute to the process of the ordering and allocation of equipment and materials.

· To assist the Office Manager to identify resource needs and to contribute to the efficient/effective use of physical resources.

· To co-operate with other staff to ensure a sharing and effective usage of resources to the benefit of the College, faculty and the students.


	11.
	PASTORAL SYSTEM:

	
	
	· To alert the appropriate colleague(s) to problems experienced by students

· To communicate as appropriate, with the parents of students and with persons or bodies outside the college concerned with the welfare of individual students, after consultation with the appropriate staff

	12.
	COLLEGE ETHOS:

	
	
	· To play a full part in the life of the college community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.

· To promote actively the college’s corporate policies.

· To comply with the college’s Health and Safety policy and undertake risk assessments as appropriate.



	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

	13.
	SIGNATURES:

	The college will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.




Signed _____________________

Signed  _________________________

(Business Administration Apprentice)
(Headteacher)

Dated ______________________

Dated  __________________________

(Business Administration Apprentice)
(Headteacher

