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BUSINESS AND RESOURCES 

JOB DESCRIPTION


POST TITLE:			AI and Automation Practitioner Apprentice

GRADE:				Apprentice Rate
	
MANAGER RESPONSIBLE TO:	Solution, Design and Data Manager


Overall Objectives of the Post:

To work within the Digital and ICT Solution, Design and Data Team to gain and develop the skills required to discover, design, build and support AI-enabled automations that improve the efficiency, quality and consistency of services for South Tyneside Council staff and residents.  You will focus on understanding business processes, using data responsibly and applying AI capabilities (for example conversational AI and document understanding) alongside workflow automation tools to reduce manual effort and improve customer and colleague experience.


Key Tasks of the Post:

1. Automation Discovery, Design and Delivery - You will develop the skills to identify opportunities for automation, map and analyse processes and deliver safe, effective AI-enabled automations.  You will:
· Work with service teams to understand current ways of working and identify repetitive, rules-based or data-driven tasks that are suitable for automation.
· Capture and document process maps, user journeys, data flows, handoffs and controls, including pain points, risks and opportunities for improvement.
· Help define automation requirements and success measures (e.g. time saved, reduced errors, improved turnaround times) and support benefits tracking after release.
· Support the assessment and prioritisation of automation opportunities based on feasibility, risk, expected value and alignment with service and organisational objectives.
· Build and configure workflow automations using approved tools (for example Microsoft Power Platform and/or other Council-approved automation platforms), following team standards and guidance.
· Assist in the evaluation and selection of appropriate automation and AI tools, working within Council architectural standards and governance arrangements.
· Integrate automations with Council systems using connectors and APIs where appropriate, under supervision, ensuring suitable authentication, logging and error handling are in place.
· Test automations end-to-end with users (including positive/negative scenarios), record outcomes and support release and hypercare activities.
· Monitor automations in live operation, respond to incidents or failures and support continuous improvement through incremental changes.
· Maintain clear documentation (runbooks, process notes, support guides) so that automations are understandable, supportable and transferable.
· Support change and adoption activities, including user engagement, communications, feedback collection and the creation of simple guidance or training materials to ensure automations are effectively embedded into day-to-day service delivery.

2. AI and Data for Automation - You will develop the skills to use data responsibly and apply AI capabilities to automate tasks and improve decision support.  You will:
· Support the identification of where AI can add value within a process (e.g. triage, routing, classification, summarisation, knowledge search, document understanding, conversational interfaces).
· Assist with configuring and integrating AI capabilities using approved services and platforms, ensuring solutions are explainable, traceable and appropriate for the user need.
· Help prepare, validate and monitor data used by automations (including data quality checks, reference data and basic reporting) so that outputs remain accurate and reliable.
· Work with stakeholders to define prompts, intents, guardrails and content sources for AI features and support user testing to ensure safe and useful outcomes.
· Contribute to the evaluation of AI performance (e.g. accuracy, error rates, drift, false positives/negatives) and support continuous improvement.
· Ensure appropriate human oversight (“human-in-the-loop”) is designed into AI-enabled processes where required, particularly where automated outcomes could impact service users or decision-making.

3. Apprenticeship Programme (Level 4 AI and Automation Practitioner) - You will undertake the Level 4 AI and Automation Practitioner apprenticeship.  You will:
· Attend training workshops and learning sessions as required by the apprenticeship provider and the Council.
· Allocate protected “off-the-job” training time each week to build knowledge of automation, AI concepts, business analysis, service improvement and governance.
· Work closely with an assigned mentor and the wider Digital and ICT team to apply learning to live automation opportunities, following agreed delivery and quality practices.
· Collect evidence of learning and delivery outcomes (e.g. process maps, requirements, test evidence, documentation, benefits measures) in line with the apprenticeship requirements.
· Be supported to prepare for and complete End Point Assessment activities, including work-based projects and professional discussions, in line with the apprenticeship standard.

4. Security, Ethics, and Governance - You will ensure that automations and AI capabilities are delivered with “Security and Governance by Design”.  You will:
· Ensure Data Privacy and Responsible AI usage are primary considerations in the design and operation of automations, including appropriate human oversight where required.
· Follow information security policies and apply appropriate controls such as least-privilege access, secure credential handling, approved storage locations and audit logging.
· Ensure all data handling within automations complies with the General Data Protection Regulation (GDPR) and the Council’s internal Information Security policies.
· Support risk assessment activities (e.g. DPIA/AI risk considerations where applicable) and ensure documentation is maintained to support assurance and review.

5. Professional Behaviours and Ways of Working - You will be expected to demonstrate professional behaviours aligned to the AI and Automation Practitioner apprenticeship standard, including collaboration, clear communication with technical and non-technical stakeholders, ethical judgement, curiosity and continuous learning, accountability for outcomes and a commitment to service improvement.


All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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