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JOB DESCRIPTION

[bookmark: _Hlk97545959]Job Title: Business Administration Apprentice (Care Leaver)
Directorate & Section/Unit: Throughcare (Participation)
Reporting to: Participation Supervisor
Salary Grade: Scale 2, 
25 hrs per week , £23, 456 -£23,824 pro rata
Our People Values:
To uphold and act in accordance with Worcestershire County Council's values:
· Customer Focus – Ensure delivery of a high-quality service which meet the needs of customers.
· Can Do Culture – Be proactive to achieve excellence, finding solutions and creative ways of working.
· Freedom within Boundaries - Make constructive change through cohesive decision making, ensuring services are responsive.

Purpose of job: 	

· Provision of a range of administrative/customer care duties providing high quality support to a team, service or the public. This role plays a vital part in the administration and smooth-running of the department with an emphasis on excellent customer service. 
· This role will be crucial to the smooth running of the Team/Service and will need to be adaptable and flexible to respond quickly and effectively to changing priorities.  The post-holder will be reliable, enthusiastic and have a passion for delivering great customer service and high-quality business administration. The role involves demonstrating strong communication skills (both written and verbal) and adopting a proactive approach to developing skills along with a positive attitude.
				
Main Activities & Responsibilities:	

· To undertake a comprehensive range of administrative duties with a regard to sensitivity and confidentiality. This may include minute taking, collating, presenting and dissemination of data/info, maintaining filing systems, organising meetings, enquiries coming into the service (signposting where necessary), production of materials and general financial duties 
· May also include providing excellent service to customers (public) including arranging and hosting activities and events
· The ability to meet clear objectives and deadlines
· To contribute to maintaining effective administrative support services
· Liaison and communication with a range of internal and external contacts including members of the public. Independence and initiative will be required to react to changing priorities and work circumstances with scope for solving day to day problems
· Coordination of activities under the guidance of the Manager/Supervisor
· Using of spreadsheets and databases, providing reports and statistics as and when required
· The use of software specific to the Service 
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities as required by the apprenticeship standards

Generic Accountabilities:	

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training

· To undertake other such duties, training and/or hours of work as may be reasonably required, and which are consistent with the general level of responsibility of this job

· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy

· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy

Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.

Internal: 	Elected Members, Directors, Heads of Service, Senior Managers, Management Teams, Managers & Staff across all directorates, Project Staff, 


External: 	District & County Councils, Government Agencies & Departments, Healthcare Professionals, NHS partners, Police, Fire, Probation Service, Educational Settings, Suppliers, Contractors, Service providers, Statutory and Voluntary Organisations, service users, clients, customers, members of  the public, volunteers       
Additional Information:	

· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility

· Reasonable adjustments will be considered as required by the Equality Act.
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PERSON SPECIFICATION

Job Title: Business Administration Apprentice (Care Leaver)
Directorate & Section/Unit: Throughcare (Participation)
Reporting to: Participation Supervisor
Salary Grade: Scale 2, 
25 hrs per week , £23, 456 -£23,824 pro rata


TYPCIAL, KNOWLEDGE, SKILLS AND ABILITES

It is essential that the post holder has/is:

· A Worcestershire Care Leaver , aged 18 and above. 
· An understanding of administrative duties 
· An understanding of providing services within a customer focused environment
· Good ICT skills including knowledge of Microsoft Office. May also include website/social media maintenance
· Ability to plan and organize work to produce a high level of output to quality standards
· Ability to learn to communicate with people at all levels, internally and externally confidently, sensitively and diplomatically
· Ability to deal with tasks with regard to confidentiality
.

QUALIFICATIONS/TRAINING & DEVELOPMENT:

It is essential that the post holder is:

· Apprentices with a mathematics and English level 2 qualification must be able to provide certificates as evidence of achievement. 
· Apprentices without a minimum Level 2 qualification in English and mathematics will need to achieve this level prior to the end-point assessment and completion of the apprenticeship programme. 
· For those with an education, health and care plan or a legacy statement, the apprenticeships English and mathematics minimum requirement is Entry Level 3 and British Sign Language qualification is an alternative to the English qualifications for those for whom this is their primary language.
· Excellent computer skills around - Excel, Word, and PowerPoint at a minimum knowledge level equivalent to level 1 for office computer applications.

ADDITIONAL INFORMATION

It is essential that the post holder has:
· Commitment to equality of opportunity, anti-discriminatory and anti-oppressive practices
· Integrity and respect for confidentiality
· Commitment to the HR and OD business plan and ways of working
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