Role Profile - Business Administration (3 vacancies) 
There are various administrative apprenticeships available at Bury Council – all of which will include working towards a Business Administration qualification. At the first Interview stage you will be asked to give your preference of positions available from the below list: 
1. Bury Fostering Team
2. Initial response team

3. Safeguarding and QA unit
Please see below for a description of each vacancy, along with a list of role specific duties:

1. Fostering Team
· Provide a clerical/word processing service as required

· Use of electronic mail to send/receive documents

· Inputting of data and running of queries as required

· Filing, photocopying, scanning and collation of documents, including making up packs, as required

· To work towards providing cover for reception/enquiry service to visitors

· As required take accurate and detailed telephone messages and pass on.

· Provide good customer care and work towards ensuring that the client’s first contact with the Department is such that they are given an efficient, friendly and effective service.

· To assist with dealing with first-line enquiries made by visitors, telephone and e-mail, including issuing of standard forms and packs.

· Work as a member of the team including cover arrangements, maintaining appropriate levels of service

· To provide assistance with mail sorting and distribution to appropriate sections.

· To provide assistance with outgoing mail and collection by Royal Mail.

· To assist with the efficient operation of meeting room bookings ensuring adequate facilities/refreshments are available to all visitors.

· To assist with the booking of conferences/seminars/meetings as required                                                    
2. Initial Response Team

· Provide a range of clerical duties, such as receiving and distributing incoming mail, co-ordinating outgoing mail, filing, photocopying, scanning and shredding documents as directed

· Word process letters, training materials and reports

· Assist with booking conferences and venues for training events and meetings

· Make telephone and diary appointments

· Maintain confidentiality at all times, in line with service requirements

· Enter and check data utilising Excel and a variety of bespoke databases

· Assist in the collation and analysis of pupil performance data

· Assist in the collation and presentation a variety of information in order to respond to queries/information requests

· Provide a polite, efficient and responsive service, dealing with enquiries and requests for information both written and verbal from a wide range of colleagues. 

· Work under the direction of senior colleagues to ensure an efficient and quality service is provided at all times

3. Safeguarding and QA Unit
· Provide a range of clerical duties, such as receiving and distributing incoming mail, co-ordinating outgoing mail, filing, photocopying, scanning and shredding documents as directed

· Word process letters, training materials and reports

· Assist with booking conferences and venues for training events and meetings

· Make telephone and diary appointments

· Maintain confidentiality at all times, in line with service requirements

· Enter and check data utilising Excel and a variety of bespoke databases

· Assist in the collation and analysis of pupil performance data

· Assist in the collation and presentation a variety of information in order to respond to queries/information requests

· Provide a polite, efficient and responsive service, dealing with enquiries and requests for information both written and verbal from a wide range of colleagues. 

· Work under the direction of senior colleagues to ensure an efficient and quality service is provided at all times

	Please see the Business Admin job description for a list of general duties.

	

	

	


