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Job Description

Post Title: L2/L3 Business Administration Apprentice
Department: Curriculum Support Office (however this position will be predominately based with the Adult Community Provision team)
Job purpose:  
· To provide administrative support within a College Department.  You will be trained and supported to achieve an apprentice qualification whilst in employment over a one-year period.
Duties and Responsibilities:

· To assist staff in the day-to-day administration within the Adult Community Provision Office
· To maintain effective record systems

· Work within the Adult Community Provision team to ensure that relevant and up-to-date information systems are maintained at all times

· Adhere to deadlines
· Undertake photocopying & collation duties as required

· Send / Receive information via email 

· Word processing of letters, memo’s and other documentation as required

· Maintain / setup filing systems 

· General Data Inputting

· Organise resources 

· Work flexibly to ensure smooth running within the offices
· Minute taking

· Receive and log information

· Book rooms and organise hospitality/refreshments

· Update systems and procedures

· Produce and send mail shots

· Answer the telephones in a professional manner

· Understand internal & external customer requirements

· Liaise between units when required

· Maintain confidentiality at all times, effectively disposing of or shredding documentation
· Assisting with college events when required 
· Archiving and Scanning of documentation

· General Office Duties
Reports to:

· Relevant Manager

Contacts (Internal and External):

External

· Liaise with external schools, College employees, employers, managing agents, awarding bodies and other relevant stakeholders

Internal

· Staff within the Curriculum Support Office and other Faculties as necessary
· The College central units
Holidays:

The basic holiday entitlement is 25 days plus 8 statutory days of which up to 5 days can be directed by management.  The holiday year is from September to August.

Health & Safety

The post holder is required to maintain and promote a positive attitude to health and safety and to comply with and ensure compliance with health and safety codes of practice for the safety and wellbeing of learners and staff.

Equality & Diversity

The College has a strong commitment to working towards the implementation of equality of opportunity in both service delivery and employment.  The College’s mission and strategic objectives directly support this aim.  All employees are required to actively support the development, dissemination and implementation of this aim and related policies and programmes.

Safeguarding of Children and Vulnerable Adults

The College is committed to safeguarding and promotes the welfare of all learners and expects its staff to share this commitment.  Employment at the College is subject to an Enhanced DBS check and any post involving regulated activity will also be subject to a barred list check.

Additional Notes:

· Apprenticeships are for 12 months duration.

· You will be in paid employment and will be expected to follow College processes and procedures.

· Apprentices will be encouraged to apply for suitable College vacancies towards the end of their Apprenticeship.

Advisory notes:

The information given within this job description is intended to provide a general understanding of and appreciation about the role within the Calderdale College setting.  The job description is not designed to detail specific daily duties which the postholder may undertake.  The job description is reviewed annually within the appraisal process and may be subject to change following discussion.
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	ESSENTIAL / DESIRABLE
	EVIDENCE

Application, Presentation, Interview
	Score at Shortlist

0-4
	

	Experience
	ESSENTIAL:

·  Computer literacy and good typing skills experience
· Experience of working with Microsoft Office packages

DESIRABLE:

· Experience of  juggling  tasks and prioritising to achieve deadlines


	· Application and Interview

· Application and Interview

· Application


	
	

	Education & Training
	ESSENTIAL:

· Educated to GCSE standard or equivalent which must include English and Maths
DESIRABLE:

· Recognised IT qualification 

	· Application
· Application


	
	


Post Title: Apprentice
 






               Applicant Number:

	Skills/Knowledge/Abilities
	ESSENTIAL:

· Ability to work independently and on initiative with minimum supervision
· Ability to organise and prioritise own workloads to meet deadlines
· Ability to communicate effectively with a wide range of clients/staff at all levels in a variety of formats
· Ability to establish and maintain efficient administration systems both computerised and paper based.
· Ability to develop and establish Management Information Systems in a variety of formats

· Excellent data entry keyboard skills
· Positive and flexible attitude to work particularly new initiatives
· Accurate with good attention to detail 
· Must be a supportive and co-operative team player
DESIRABLE:


	· Application

· Application and Interview

· Interview

· Interview

· Interview
· Application and Interview

· Application 

· Application and Interview

· Application and Interview

	
	

	Additional Factors
	ESSENTIAL:

· Must comply with College’s Equal Opportunities Policy

· Commitment to safeguarding and promoting the welfare of young people and vulnerable adults.

· Commitment to working in accordance with the College’s policies and procedures
· Must be committed to and uphold the College’s corporate values
· Commitment to participate in staff development 


	· Application and Interview

· Application and Interview

· Application and Interview
· Application

· Application


	· 
	


Person Specification





0 = No Evidence     1  = Limited Evidence     2 = Adequate Evidence    


 3  = Substantial Evidence     4  = Significant Evidence
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