Job Profile 
Job Title: Business Support Apprentice	                        Grade: Apprentice Level 3             
Updated: February 2023

	About the Job    

Under the direction of the appointed supervisor/mentor/other team members to support clerical and administrative services to the Children and Young People’s Service. 
To attend appropriate training courses as required to help deliver the role requirements and to achieve the apprenticeship requirements.

	This is what we need you to do... 

· To undertake administrative duties to support the business needs of the Team and the wider service area using, where appropriate, computer based systems, to ensure that services are maintained effectively, flexibly and in a timely way so as to enable the service area and organisation to meet it objectives.

· To provide support with financial matters including electronic procurement packages, petty cash and accurate recording of purchases for budget monitoring purposes.

· To facilitate meetings; including booking rooms / venues, sending invites, preparing agendas and support for meetings as required.

· Diary management where appropriate.

· To be responsible for the accurate input and monitoring of records and data onto relevant systems.

· Maintenance of filing and recording systems, including statistics and monitoring as appropriate.

· To support a systematic approach to the archiving and appropriate disposal of information.

· To respond and deal with queries via telephone, email and in person providing a high standard of customer care.

· Assist with the response to all customer enquiries and requests for data in accordance with corporate standards and agreed guidelines.

· To ensure confidentiality is maintained at all times within in your service area.

· To assist with statutory procedures within relevant service area.

· To undertake such other duties related to the work of the organisation as may be assigned that are consistent with the nature of the job and its level of responsibility.




	Special Conditions

· The apprentice will be expected to attend learning sessions provided in small groups or one to one with a tutor, at the premises of a learning provider, a college or in the workplace. 

· The apprentice’s skills will be assessed in the workplace by a visiting or a work-based assessor.

· The apprentice will be provided with ongoing support, advice and guidance throughout the apprenticeship to enable ongoing career development.

· The apprentice will have a line manager/mentor in the workplace to whom they will report.  S/he will meet regularly to allocate the apprentice’s workload, identify any support required, and discuss their performance in the workplace and progress in the apprenticeship.

· Assist in the implementation of the organisation’s equal opportunities objectives with particular reference to any targets / positive actions set out in the [Fairness & Diversity Strategy].
· To adhere to all organisation Health and Safety policies and procedures and other policies and procedures applicable to employees.

· The apprentice will be required to adhere to GCC employment terms and conditions.

Principal Contacts 
· Professional staff, service users and members of the public.
· Organisational wide staff.




Monitoring and ongoing development of outcomes
This post will be subject to ongoing support and regular monitoring as part of a training post within the Authority and as part of the study and training programme. As such there will be a requirement to maintain performance standards and continue to progress towards training objectives. As such targets will be set on a regular basis and performance measured against them.  The job profile will be subject to regular review and the council reserves its right to amend or add to the accountabilities listed above.


	The ideal candidate will have... 

Experience

· Experience of working in a team environment.


Knowledge, Skills and Understanding

· Ability to use IT systems.
· Telephone skills.
· Respect for those from a different background.
· Be clear when speaking to others.

	
Behavioural attributes

· Demonstrates Gloucestershire County Council Employee Behaviours.
· Good communication skills.
· Confident to work as part of a team.
· A flexible approach to working.
· Good interpersonal skills.
· Reliable and able to maintain good timekeeping. 

Education & Qualifications (Desirable)

· Grade 4 or above GCSE Mathematics or equivalent. 
· Grade 4 or above GCSE English or equivalent.





Requirements of Job Holders
General
The job profile sets out the main duties and responsibilities of the post at the date when it was drawn up. These duties and responsibilities will vary from time to time to reflect the changing needs of the organisation, without changing the general character of the post. Such variations are a common occurrence and appropriate training will be provided as necessary, without requiring a modification to the job profile or a re-evaluation of the grade.

Comprehensive Equalities Policy
The post holder must at all times carry out his/her responsibilities with due regard to the Council’s Comprehensive Equalities Policy.

Health and Safety
All employees are subject to the Health and Safety at Work etc. Act 1974 and associated legislation. The post holder must adhere to relevant health and safety instructions and take all responsible care not to do anything that might endanger themselves or others; to report to their line manager any dangerous situations in the workplace or any perceived shortcomings in health and safety arrangements.
The post holder will comply with the requirements of the Council’s Corporate, Directorate and local Health and Safety Policy Document and Arrangements, which further detail responsibilities.

Data Accuracy
To be accountable for maintaining data quality through following the agreed data strategy and procedures.

Confidentiality
Employees are expected to maintain the required level of confidentiality in relation to their work.

Conduct
All employees are expected to comply with statutory requirements and the Council’s employment policies while carrying out their work and work in line with the standards of behaviour as outlined in the Code of Conduct.

Context in which council jobs are carried out
We want all our staff to have a good experience of working for Gloucestershire County Council and we seek continuous improvement in all that we do. Your contribution to service delivery and your ideas about what can be done better, or more efficiently are vital. So we ask all employees to be open to change and improvement in carrying out their jobs and to put forward fresh ideas whenever opportunities arise. This will help us to achieve our aims.

Personal development
All post holders are expected to continually develop and will be encouraged to develop skills and capabilities, including participation in projects. 
The post holder will be expected to participate on an annual appraisal in accordance with established County Council’s policies and procedures and to complete appropriate training and development activities.
Gloucestershire County Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

