Vacancy Title:

Business Administration Apprenticeship with Bedford High School
Vacancy reference number:

VAC000
Employer:

Bedford High School
Short vacancy description:
An exciting Business Administration Apprenticeship opportunity is available in the Finance Department at Bedford High School. 
Full vacancy description:
We have a number of priorities and values particularly to be responsible, efficient and effective. If you feel you have these qualities then we would like to hear from you.

The main duties within the role are: 
· Process orders on school financial management system

· Handle and process cash transactions

· Liaise with suppliers regarding payment queries

· Provide general clerical/admin support, for example, photocopying, filing, faxing, completing standard forms, responding to routine correspondence

· Maintain manual and computerised records/management information systems

· Produce lists/information/data as required, for example, pupils’ data

· Undertake typing and word processing and other IT based tasks

· Sort and distribute mail

· Undertake administrative procedures

· Process SIMS data

· Maintain and collate pupil reports

· Undertake routine administration of school lettings and other uses of school premises

· Undertake reception duties, answering general telephone/face to face enquiries and signing in visitors

· Assist with basic pupil first aid/welfare duties, liaising with parents/staff

· Assist in arrangements for school trips and events

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

Weekly Wage:
 Minimum weekly wage - £120.00
Working week:

Monday - Friday 9am – 3.30pm (negotiable), 30 hours – Term time only
Future Prospects:
Apprentices will be encouraged to apply for internal and external vacancies and will be given support to help secure further employment.
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Employer:

Bedford High School
Employer Description:

At Bedford High School we are dedicated to offering our students a high quality education in a well ordered and purposeful school environment. Our values are: To Care, To Learn, To Achieve.  We seek to develop happy and successful citizens who will make a valuable contribution to their community. We were judged to be a ‘Good’ school in November 2013.  We are proud of what we have achieved but we are far from complacent and we are acutely aware that there is more to do to achieve our ambition to become an ‘outstanding school’.  To support our aim we have extremely challenging data targets, underpinned by strong development planning and rigorous accountability. 

In return we offer you a committed staff and student body enjoying excellent relationships as well as dedicated, professional and hard-working Governors.
Employer website:

www.bedfordhighschool.co.uk
Training to be provided:

You will be undertaking a Business Administration Level 2 framework, which incorporates skills to improve general literacy numeracy and ICT skills. Qualifications to be achieved are:
· BTEC Diploma in Business Administration 

· ERR - Understanding Employment Rights and Responsibilities 

· PLTS - Personal Learning and Think Skills 

· Functional Skills in Maths, English and ICT (if applicable) 

During your Apprenticeship you will have the opportunity to develop your personal learning, build your confidence and improve your thinking and creativity skills. 

The Apprenticeship will equip you with the skills knowledge and experience needed to undertake business administration roles in a range of business settings. 
Expected duration:

12 months

Skills required:   
· Attention to detail 

· Confident and able to use initiative 

· Accuracy at work 

· Good IT skills 
· Good numeracy skills

· Ability to relate well to children and adults
· Well presented 

· Team player 

Personal Qualities: 
· Ability to use own initiative 

· Punctual 

· Good communication skills 

· Good organisation skills 

Qualifications required:

· GCSE's or equivalent are desirable however; we will consider individuals who can demonstrate a willingness to develop in the role. 

Reality Check:

We welcome applications from applicants aged 16 years of age onwards and who live within the Wigan Borough.  
Individuals who already have a Level 4 qualification are now eligible for a Level 5 or above Higher Apprenticeship only. They are not eligible for funding for an Intermediate Level, Advanced Level or Level 4 Higher Apprenticeship.

Important other information:
From 1st October 2016 The National Minimum Wage (NMW) rate for apprentices is £3.40 per hour. This applies to 16-18 year old apprentices and those aged over 19 in the first year of their Apprenticeship. For all other apprentices the National Minimum wage appropriate to their age applies. The Minimum Wage for Apprentices applies to time spent on the job plus time spent training.

However Wigan Council is committed to paying the National Minimum Wage for all Apprentices regardless of age 16-17 @ £4.00 18-20 @ £5.55 and 21 plus £6.95 

Start date is approximate and is subject to individual circumstances and pre-employment checks.

Supplementary Questions:

· Why do you feel you are a suitable candidate for this role?
· What interests you in completing an Apprenticeship with Bedford High School
