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	Reports to:
	Manager
	

	Employee Management:
	None
	Grade:
	Apprentice
	Profile Ref:
	

	Purpose of the Post

	Provide opportunities for the apprentice to gain a more in-depth understanding of business administration in a local authority context and support evidencing achievement of knowledge and competency to achieve the Apprenticeship Standard. 



	Responsibilities

	· Use of a variety of IT applications and electronic systems including Microsoft Office, Excel, Word and Outlook, to maintain and input onto spreadsheets, produce and print documents, prepare reports and minutes and sending/receiving of emails. 

	· Assisting with the preparation and presenting of data for internal and external stakeholders.

	· Deal with general incoming and outgoing mail and e-mails from both internal and external customers

	· Assist with answering telephones and successful transition of messages to colleagues when required.

	· General administration duties including photocopying, filing, compiling information packs etc.

	· Work with due regard to health and safety requirements and security and confidentiality procedures.

	· Any other duties as requested by the placement supervisor, which will assist the apprentice to achieve the requirements of the Apprenticeship Standard.  

	Education and Training
	Measure
	Rank

	· Willingness to undertake Business Administration Level 2 Apprenticeship Standard 
	A/I
	E

	Relevant Experience
	Measure
	Rank

	· N/A
	
	

	· 
	
	

	General and Special Knowledge
	Measure
	Rank

	· N/A
	
	

	· 
	
	

	· 
	
	

	Skills and Abilities
	Measure
	Rank

	· Good communication skills
	A/I
	E

	· Ability to work as part of a team
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council.
	A/I
	E

	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· Work in accordance with the council's visions, priorities, values and behaviours.
	I
	E

	· Able to undertake any travel in connection with the post.
	A/I
	E

	· This role is defined as a safety critical role within the Drug & Alcohol Testing Procedure.  You must therefore be willing to comply in accordance with this procedure.
	A/I
	E


