APPRENTICE - PLACEMENT DESCRIPTION

Type of Placement:

Business Administration Apprentice  
Directorate:


Communities
Service Area:


IT
Location:


Gateway Plaza - Level 9

Workplace Supervisor
Deputy Supervisor


Name
Rachel Ruston
Ian Faulkner
Job Title
Head of IT Service Delivery

                                            & Commercial Services
ICT Manager
Work Address
Gateway Plaza
Gateway Plaza
Tel. No:

     01226 774516

            01226 775092
Details of Training and Development Activities
· To understand the Service Desk activities and provide simple technical support to users; undertaking service request and incident logging processes, progression and resolution of support calls.

· To record all activity accurately against each service request and incident and maintain close working links with customers, colleagues within Information Services and third party suppliers to aid with speedy fault resolution, installations and other related services.

· To provide support to Contract Managers during supplier account meetings; taking note of agreed action points and following these up after the meetings to ensure successful completion or escalation.

· To contact suppliers and seek quotations for low value, low risk ICT goods and services.

· To provide project support to Project Managers and Business Relationship Managers; monitoring, analysing and reporting of risks, issues, milestones and lessons learned.

· To understand Information Governance policies and procedures and apply them during your daily activities.

· To self-manage personal workload, prioritising as appropriate to ensure that Information Services customers receive a high quality service.

· To keep abreast of technological developments, propose new innovative ways of working and encourage the use of ICT across the Council.

· To work flexibly, independently and as part of a team.

· To adhere to policies, standards and procedures which underpin the services provided by the Council.

· To provide administrative support working under supervision by the Sims Team Leader within Code Green. To include inputting onto spreadsheets and databases, printing and producing documents, booking meeting rooms, photocopying etc.

· To understand the Sims helpdesk activities and provide assistance and support to colleagues and customers by dealing with incoming and outgoing telephone calls.

· Record and update incidents and requests accurately on the call management system. To deal with customers, third party companies and colleagues within Information Services with professionalism, resulting in timely resolutions.

· Assist and provide support with the coordination of training courses, software seminars and school visits.

· Support the development, testing and implement solutions to improve workplace productivity through the use of IT.

· Collect record and securely store confidential information adhering to policy standards and procedures.

· Use the internet to find information and solutions to support colleagues and customers.

· Other general administrative duties to support Code Green.

· Work with due regard to health & safety requirements.
· To work flexibly, independently and as part of a team.
· Any other duties as requested by the placement supervisor, which will assist the apprentice with the Intermediate Customer Service / Business Administration framework.

NVQ 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 21st November 2017
Coordinator Jeff Towend

Tel No 773223
