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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:


Occupational Health Support Apprentice
GRADE:



Apprentice Rate
MANAGER RESPONSIBLE TO:
Occupational Health Nurse


Overall Objectives of the Post:

To work as part of the Occupational Health Team providing administrative support.  This includes undertaking specialist duties and supporting the service through effective use of digital solutions and Microsoft 365 tools to enhance efficiency, accuracy and communication and data management.

Key Tasks of the Post:

1. To provide administrative and digital support to the Occupational Health Team.  You will:
· Provide a comprehensive administrative support to the Occupational Health Team using digital systems and Microsoft 365 applications. 

· Manage Occupational Health referrals, appointments and correspondence through electronic systems and shared mailboxes.
· Provide information to managers, service areas and corporate groups across South Tyneside Council.
· Screen and assess calls to ensure they are dealt with by the appropriate practitioner.

· Process invoices received into the team for re-charging.
· Maintain accurate electronic records and ensure information is securely stored and managed in accordance with GDPR and Council policies.
· Provide a telephone enquiries service.

· Assist in the compilation of reports and statistics.
· Manage archive files.
· Produce statistics on service usage.

· Support the digitisation and continuous improvement of Occupational Health administrative processes.

2. To deal with general administrative duties. You will: 

· Act as first point of contact for Occupational Health enquires via telephone, email, Teams and other approved communication channels.
· Control and re-order supplies of office stationery.
· Undertake photocopying, as and when required.
· Handle day to day queries making appropriate use of Teams chat, shared mailboxes and M365 communication channels.

3. You will be an effective team member.  You will:
· Work confidently within a modern digital workplace environment, including Microsoft 365 applications such as Outlook, Teams, OneDrive, SharePoint, Word and Excel.
· Use your initiative and be flexible in your approach to work.
· Deal with confidential and sensitive information in a professional and secure manner, in accordance with relevant policies and procedures.

4. You will provide assistance as required to Occupational Health team members.

5. You will be accountable to successfully complete the Level 3 Business Administration Apprenticeship, attending relevant training and undertaking assignments as required.  The end point assessment includes a consultative project and professional discussion.
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.

Reference:
SB/KDS
Date:

21/10/2026
Occupational Health Support Apprentice JD – 21.10.26

