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JOB DESCRIPTION

	Post Title:
Bury Council Apprenticeships- Business Administration

	Department:
Various
	Establishment/Post No:


	Division/Section:
 Various 
	Post Grade: Apprenticeship Salary –
NMW in Year 1 (£7.70/hour), NLW in Year2 

(Currently £8.21/hour)

	Location: Various

	Post Hours: 37

	Special Conditions of Service: Extended flexi time scheme may be in operation.
The post holder may be required to work flexibly dependent on the needs of the job. This can mean outside normal working hours (e.g. to attend meetings).


	Purpose and Objectives of Post: To undertake Apprenticeship Training during a fixed term contract of two years.  To gain relevant work experience in preparation for future progression.
 

	Accountable to: Departmental Manager

	Immediately Responsible to: Designated placement line manager  

	Immediately Responsible for: No-one

	Relationships: (Internal and External):

 All staff within the placement department, and in other departments

Members of the public

Elected Members

Suppliers of goods and services

External organisations including other local authorities and partners

College staff and assessors 
Trade Unions

	Control of Resources: Effective use of equipment required for the role.
To ensure levels of health, safety and welfare are maintained for the public, other employees and the postholder in carrying out their duties.


	Duties/Responsibilities:
These will vary depending on the role but may include the following support, communication and customer service duties:
· Providing support to other team members which are commensurate with the role.
· Providing a polite, efficient and responsive service and deal with enquires and requests for information both written and verbal from a wide range of colleagues/customers.
· Providing basic clerical duties such as receiving and distributing incoming mail, coordinating outgoing mail, filing, photocopying, scanning and shredding documents as directed.
· Using a variety of software packages/systems for managing and updating information.
· Inputting data into computer systems as required and maintaining records.
· Using Microsoft Office and other computer packages for word processing, spreadsheets and data base applications.

· Organising and attending meetings and other events when required.

· To maintain confidentiality at all times, in line with service requirements.

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

· To maintain an awareness of best practice and legislation/guidance in relevant areas.

· To behave and represent the Council and team in an appropriate manner which is polite, and apply the Council’s Customer Care Policy when dealing with internal and external partners.
· To undertake an apprenticeship qualification commensurate with the job role.

All apprentices will be required ;-
To undertake additional training offered for personal development, alongside any apprenticeship qualification.

To carry out his/her duties in accordance with the Council’s Equality and Diversity and Health and Safety policies.
To act as an ambassador for the Backing Young Bury Campaign and to participate in Apprentice Amigos.

To support Backing Young Bury promotional events.

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. Catering and Cleaning Services 
· Basic clerical duties such as filing, answering telephones a taking messages

· Providing administrative support to other team members which are commensurate with the role.

· Receiving and distributing incoming mail, coordinating outgoing mail, scanning and shredding documents as directed.

· Inputting data into computer systems as required and under instruction.
· Attending meetings when required

· Focussing on the areas of administration within the role, such as, organisational, financial, business support, operational and transactional.
3. Admin Support 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
4. 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
5. 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



	The above is a list of duties and responsibilities that are expected to be carried out as part of the service being provided. This list is not intended to be exhaustive, or limit in anyway what a member of staff might be required to do from time to time.
Safeguarding:

As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
Equality Diversity and Inclusion:

Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.

Health and Safety:

The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.

	Health and Wellbeing:

As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues.
Where an employee is asked to undertake duties other than those specified directly in their job description, such duties shall be discussed with the employee concerned who may have their Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service).


	Job Description prepared by:
	Sign:
	Date:

	Agreed correct by Post Holder
	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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DEPARTMENT FOR RESOURCES AND REGULATION

	CORE BEHAVIOURS FOR THE POST (Please tick those relevant)

	Commercial Thinking & Analysis
	
	Planning
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	Customer Service
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	Developing Self & Others
	

	Delivering Results
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	Teams, Networking & Partnerships
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	Values, Ethics & Diversity
	
	Adapting to Change
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	Delivering a Quality Service(Continuous Improvement)
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	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application Form & Production of Certificate (s)
	GCSE at Grades A-C (or predicted grades), in English Language and Maths Or Key Skills in English and Maths 

*If you have GCSE grades D/E in English and Maths additional support may be available
	(
	

	Application & interview
	Good interpersonal skills and ability to communicate verbally and in writing with different types of people
	(
	

	Application & Interview
	Able to organise and prioritise workload in order to meet deadlines
	(
	

	Application & Interview 
	Good IT skills including the use of Microsoft Office Packages such as Word, Excel, Outlook etc.
	(
	

	Application & Interview
	Willingness to adhere to policies and procedures
	(
	

	Application & Interview 
	Understanding of confidentiality
	(
	

	Application & Interview
	Experience of providing good customer care or understands the principles
	
	(

	Application 
	Willingness to work towards the apprenticeship framework or standard 
	(
	

	Application & Interview
	Has an interest in the job area
	(
	

	Application & Interview
	Treats others fairly with dignity and respect
	(
	

	Application & Interview
	Understands the importance of working as part of a team
	(
	


CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:
	ASSESSMENT

METHOD
	CRITERIA

	Interview
	Familiar with the use of IT systems, including Microsoft Word and Excel.

	Interview
	Willingness to undertake training and development activities.

	Interview
	Willingness to act as an Apprentice Ambassador including involvement in the Backing Young Bury Campaign.
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