Job Description and Person Specification

Job Description and Person Specification	

Post title: Business Administration Apprentice 
Age: 18+ 
Eligibility criteria:
· Residency: Hackney resident 
· AND/OR those who have been educated in Hackney 
· AND/OR those for whom the council is a corporate parent, for example care leavers.
Business Administrators play a key role in all organisations, whether large or small, public, private or third sector. They have skills that can be used in many different roles. As a business administration apprentice, you could be doing anything from supporting a high profile project, managing the diary of a senior officer, working with the Human Resources team to deliver training courses that improve staff performance, or supporting the special needs department to make sure that our most vulnerable children and young adults have access to the same opportunities as others. 
You will spend at least 21 months in a supporting role within Wentworth Nursery School & Children’s Centre. You will work with staff from across the council; and you could work with Hackney’s residents and external organisations. 
The main tasks and duties will depend on the service and the role. 
Your apprenticeship will include a formal training programme leading to a business administration L3. You will also receive regular on-the-job training from your manager and colleagues to help you develop in the role.
You will spend approximately the equivalent of one day per week working towards your qualification or taking part in training and development activities. It is important that you work hard on the formal training as well as the on-the-job aspects. Your manager, colleagues and Hackney’s apprenticeship team will support you. 

When you have completed your apprenticeship, you should have the following knowledge, skills and behaviours:

Knowledge - You will have a good understanding of:
· Wentworth Nursery School & Children’s Centre, Hackney children’s Centres and Hackney Education’s, values, priorities, and the services it provides.
· Hackney’s diverse range of customers; and the barriers and challenges facing some of our residents.
· How your own work contributes to organisational success and the Council’s wider goals.
· The relevant processes and can make suggestions for improvements.
· The relevant policies and legislation, and know how they apply.

Skills and experience - You’ll have:
· Excellent verbal and written communication skills; confident in writing emails, contributing in meetings and briefing other colleagues.
· Strong problem solving and decision making skills.
· Effective time management skills – you’ll be able to work independently and prioritise your work.
· Technical skills (as relevant to the role)
· Excellent skills in our IT systems and databases (as relevant to the role).
· Practical experience of working with ‘stakeholders’ (these are other people or organisations with an interest in the project or work).

Behaviours - You’ll have:
· A ‘professional’ attitude (know how to behave appropriately in a work environment).
· Respect for the varied experiences of others and work well as part of a team.
· Respect for the privacy of our service users; and know how to keep information confidential and safe.
· Political awareness – you’ll understand organisational culture and the wider political context. 
· Flexibility – you’ll adapt well to changing priorities and demands.
· Ambition; you’ll take responsibility for your own learning and development, and career advancement.

The purpose of the Job Description and Person Specification is to provide broad information about the role and the skills a successful candidate must have.




	Job details

	Job title:
	Business administrator apprentice

	Directorate:
	Wentworth Nursery School & Children’s Centre

	Reporting to:
	 Centre Manager

	Grade:
	Apprenticeship (Scale 2) £23,950.16 per annum

	Hours: 
	34 hours a week over 5 days (including study time)

	Job description

	Purpose of the post:
	This is an Apprenticeship in Business Administration.  The focus is on learning and developing practical experience, drawing on knowledge acquired through academic study and on the job training. 
To provide an efficient, informed, supportive, and respectful welcome to all visitors. 
To provide general clerical support at the children’s centre. 
To work as part of the Children’s Centre team to ensure that the Children’s Centre core purpose for Hackney families meets the needs of the community.

	Main duties and responsibilities:
	· Coordinate operational office tasks, including opening and distributing mail (in both electronic and paper format); photocopying and scanning sensitive and confidential documents; supporting the reception and telephone duties.
· Interpret requests for information and solve routine problems, including receiving enquiries from service users and providing them with straight forward information.  This will include email, telephone and face to face contact.
· Maintenance of registration systems to ensure data is correctly inputted and contribute to reports as requested by the centre manager.
· Data analysis and the maintenance of accurate and complete records using the Trust’s databases, including data entry; producing reports in agreed formats - spreadsheets/tables/ charts.  Data retrieval at the request of appropriate colleagues.
· Undertake projects as directed, including research and information gathering by phone, letter, email or in person. Assisting in the production of presentations and publicity, monitoring activities to ensure the project is delivered on time.
· Coordinate the advertisement of services, ensuring information is always up to date.
· Actively participate at events as directed, including assisting with room bookings, and setting up the venues, greeting participants; problem solving.
· Coordinate orders of consumables and resources as directed.
This is a description of some of the main duties and responsibilities of the post, but by no means inclusive. Duties may change over time as requirements and circumstances change.


	General requirements:
	The post holder must at all times carry out his/her responsibilities with due regard to Wentworth’s and Hackney Education’s policy, organisation and arrangements for Health and Safety at Work.
The postholder should contribute to the overall ethos/work/aims of the organisation.
To ensure that the aims and objectives for the operation of the reception/office are met to the required standard.
It is the post holder’s responsibility to carry out your duties in line with Hackney Education’s policy on Equality and Diversity and be sensitive and caring to the needs of others, promoting a positive approach to a harmonious working environment.
The post holder must promote and safeguard the welfare of children, young and vulnerable people.



	Job title:
	Business Administrator Apprentice

	

	Person Specification
	Essential
	Desirable

	Qualifications
	
	

	
	G.C.S.E. or equivalent English and Maths qualifications 
	
	

	
	Committed towards completing a NVQ Level 3 Business Administration qualification
	
	




	Knowledge/Skills
	
	

	
	Comes in on time and delivers projects on time.
	· 
	

	
	Attention to detail.
	· 
	

	
	Manages a range of tasks at once and prioritises sensibly.
	· 
	

	
	Communicates clearly verbally and in writing.
	· 
	

	
	Analytical: Draws conclusions that are sensible given the information available.  
	· 
	

	
	Understands graphs and charts.
	
	

	
	Consider problems carefully and offer creative solutions.
	· 
	

	
	An understanding of the diversity of Hackney as a borough
	· 
	

	
	Basic understanding of the role of a Local Education Authority and of the Council
	· 
	

	
	Computer literate and familiar with main the office packages.
	· 
	

	
	Information management systems and the associated legislation surrounding them (Data protection).
	
	

	
	Aware of the strengths of others and works to meet the needs of the group as a whole.
	· 
	



	Attitude
	
	

	
	Passionate: Believes in the work of the Hackney Education and the Council. Wants to make a difference to the borough and its people. 
	· 
	

	
	Adaptable and flexible: Embraces change; and adapts successfully to changing situations & environments.  Can learn from things that don’t go well and adapt. Willingness to try new things and new ways of doing things
	· 
	

	
	Honesty and Integrity: although an integral part of all positions, this role involves a high level of transparency and the ability to work to high ethical standards/ strict financial regulations.
	· 
	

	
	Hardworking, motivated, and resilient.
	· 
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