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	Job Title:
	Apprentice Housing Business Admin 
	Pay Band: 
	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.

	Valued Behaviour Level:
	1 

	JE reference: N/A
	


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.


Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	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
	E
	

	
	Skills
	
	

	2
	Competent in Microsoft Packages Word/Excel & understanding of computer systems.
	E
	

	3
	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.
	E
	

	4
	Ability to apply accurate literacy and numeracy skills, to include spelling, punctuation, grammar, percentages and decimals' along with high attention to detail.
	E
	

	5
	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.
	E
	

	
	Personal Attributes
	
	

	6
	Committed to high standards of customer service whilst working with venerable clients.
	E
	

	7
	Commitment to attend Learning and Skills to complete a Level 3 Business Admin apprenticeship standard including the end point assessment
	E
	




Supporting Statement
Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. 

	RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

	COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

	INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.
	DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.



All employees will be expected to:
· [bookmark: _Hlk216194895]Engage with our My Journey process and supporting conversations.
· Ensure that you work and communicate in line with our core values, policies and procedures and you are aware of your obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
· Carry out your role in line with our Equality agenda.
· Be a team player and willing to be supportive and flexible.
· Carry out any other duties of a similar nature related to this post that may be required from time-to-time.
· Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters to protect yourself and others.  
· Carry out your role in line with our climate neutral ambitions.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
· [bookmark: _Hlk211340693]This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.
· Housing Lifeline post does not require a DBS disclosure.
· Housing Asset & Compliance post does not require a DBS disclosure.
· Housing Buildings post does not require a DBS disclosure
· Housing Options post is subject to an enhanced disclosure. The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed. Following appointment, the employee will be subject to rechecking as required from time to time by ourselves.
· Housing Tenancy Management post is subject to an enhanced disclosure. The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed. Following appointment, the employee will be subject to rechecking as required from time to time by ourselves.
· Revenues Apprentice post is subject to a Basic DBS disclosure – BPSS referencing check. The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed. Following appointment, the employee will be subject to rechecking as required from time to time by the Council.
· Housing Surveying post does not require a DBS disclosure
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