PLACE/EMPLOYMENT & SKILLS
INTERMEDIATE APPRENTICE - PLACEMENT DESCRIPTION

Type of Placement:

Business / Admin
Directorate:


PLACE
Service Area:


Contract Compliance, Performance & Funding 
Location:


Wellington House

Workplace Supervisor
Deputy Supervisor


Name
Lisa Etherington
Karen Hibbard
Job Title
Quality Assurance Officer 
Information Officer
Work Address
Wellington House
Wellington House

 

    36 Wellington Street

                     36 Wellington Street
   



    Barnsley, S70 1WA


        Barnsley, S70 1WA





   
     
                               

Tel. No:

    01226 775270


         01226 775270
Details of Training and Development Activities (to be read in conjunction with the team’s task analysis sheet)
· Reception skills, including answering incoming calls and front line customer care.
· Room Bookings.

· Dealing with incoming and outgoing mail, including re-routing/distributing to other

     members of staff/services and processing electronic mail.

· Photocopying/duplicating.
· Storage and retrieval of documents.
· Dealing with general enquiries, signposting and receiving advice.
· Receiving, prioritising and communicating messages.
· Receiving/sending and forwarding faxes.
· Maintenance of stationery and supplies.
· Display of materials.
· Health and Safety requirements.

· Use of computer – data input/inputting orders/producing letters, mail outs/sending emails, etc
· Collating various documents, laminating, binding and scanning.
· Filing

· Various miscellaneous experiences relating to Business Support
Apprenticeship Level

Can provide relevant experience for an intermediate apprenticeship (Level 2).

Other placement information (e.g. hours of work, lunch breaks etc.)

37 hours per week. A flexi-time scheme is in operation

Maximum Duration 60 Weeks 
Date Compiled 27th September 2011
Co-ordinator: Dave Benbow

