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Role Profile

Apprentice Housing                                           Pay Band:
Business Admin                                                   Apprentice NMW
                                                                               
	Job Purpose:
	Your role will be to support the teams, Team Leaders and Team Managers with the day to day running of the busy office environments. 


	What are you expected to do?	

	· To undertake a range of business support tasks such as managing your own emails, copying, scanning, archiving, post, note-taking in team meetings, making outbound calls along with answering the telephone and taking messages.
· Input data accurately both manually and electronically on multiple systems, including extracting basic information within set parameters, checking the correct information is provided and chasing missing data.
· Provide support to deal with a wide range of customer enquiries, ensuring a friendly and responsive service to telephone enquiries, email and visitors, e.g. answering routine queries, signposting and taking messages where appropriate.
· To produce basic performance management reports, carry out basic audit and quality control of data input. Copy typing from notes, including completing standardised templates.#
· To produce presentations and creation / population of basic spreadsheets.
· To have an excellent understanding of your specific service from training provided in each area of our practices.
· To carry out routine basic invoicing, create purchase orders, handling of credit card to include making ad hoc purchases as requested.
· Perform diary management functions for officers in the authority including arranging and re-arranging meetings, room booking and organising refreshments.

What you need to be successful?
· Have GCSE Maths and English Grade A to C (awarded pre 2017) / GCSE Maths and English Grade 9 to 4 (awarded 2017 onwards) / Functional Skills Level 2
· Comptent in Microsoft Packages Word/Excel & understanding of compter systems.
· Ability to communicate at ease with customers/external organisation and provide advice in accurate spoken and written English. Listen effectively and display a caring disposition. 
· Ability to apply accurate literacy and numeracy skills, to include spelling, punctuation, grammar, percentages and decimals' along with high attention to detail.
· You must also have the ability to work within the boundaries of confidentiality and the guidelines of data protection to ensure that our customer’s information is protected.
· Committed to high standards of customer service whilst working with vunerable clients. 
· Commitment to attend Learning and Skills to complete an apprenticeship standard including the end point assessment.
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