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CHILDREN, ADULTS AND HEALTH 
PERSON SPECIFICATION

POST TITLE:
Apprentice Learning and Development Assistant (Supported Apprenticeship)

GRADE:

£4.55 per hour

	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· 5 GCSE’s at Level A – C or 9 – 4 (including Maths and English)
	
	· Application form

· Certificates



	Work Experience


	
	· Experience of undertaking an administrative role, preferably within a learning and development department
	· Application form

· Interview

· References

· Selection Exercise


	Knowledge/

Skills/

Aptitudes


	· A good knowledge of information technology and proficient in the use of Microsoft Office, including excel spreadsheets

· A high level of aptitude to undertaking a wide range of administrative duties particularly in a learning and development role

· Able to work accurately, with attention to detail

· High level of integrity and ability to recognise and correct mistakes quickly

· Discretion, with an understanding of the need for confidentiality 

· Able to prioritise tasks

· Able to communicate effectively, adapting style to meet recipient

	
	· Interview
· References

· Selection Exercise



	Disposition


	· Able to work on own initiative as well as part of a team

· Willing to undertake further specific training related to the role
· Committed to working in line with Adult Social Care Values and Behaviour Framework – Moving Forward Together and our Joint Commitment 
· Committed to the principals of equality and diversity

· Flexible approach to work

	
	· Interview
· References



	Circumstances


	· Baseline security clearance


	
	· Basic check




Apprentice Learning and Development Assistant PS – 13.07.21

