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CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Children’s Services

	SERVICE GROUP:
Education, Employment and Skills (Early Years Service)

	POST TITLE: Apprentice Administrator 
	REPORTS TO: Business, Finance and Data lead officer (South Bradford children’s centre cluster)

	GRADE: Starting from Band 4, Scale Point 10 –

16/17:- Year 1 - £8,380

             Year 2 - £12,405

18 and above:-

             Year 1 - £12,952

             Year 2 - £14,731

Subject to age/starting qualification
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis. For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 

	Key Purpose of Post: 

	To undertake an Apprenticeship Scheme within the Department of Children’s Services for which the main purpose of the role is to assist in the provision of a reception service across several sites dealing with generic and service specific duties across the South Bradford children’s centres cluster.
The apprentice will follow a programme of training relating to the role and achieve the appropriate skills, competencies and qualifications of the role by the end of the training programme.

To act in accordance with the Data Protection Act and Information security and governance principles and maintain confidentiality at all times. 

	Main Responsibilities of Post: 

	The apprentice will work towards achieving the relevant skills, competencies and qualifications in order to be able to provide a wide range of administrative functions to Officers and Managers to include:
· To maintain filing systems, information systems and to retrieve and disseminate information as appropriate to the needs of the service.

· General clerical assistance.

· Reception and telephonist responsibility, taking and distributing messages and answering routine enquiries, logging and scanning of post/documentation.
· Word processing, and copy typing services, photocopying.
· Responding to routine letters and emails and correspondence
· Maintenance and updating of distribution lists.
· Arrange team meetings and meetings on behalf of staff, including co-ordination of diaries and arrangements for meeting rooms. 
· Prepare information to help place orders for materials, stationery and other items/resources and check delivery notes and invoices, as required.
· Assist in the distribution of information and publications within and outside the Council, including the updating of mailing lists.
· To undertake calculations as appropriate to service need.









	Structure

[image: image1] 


	Special Knowledge Requirement. Will be used for shortlisting. 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet the Lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Use a wide range of simple words and a standard English sentence structure to express much of what they want to. 

b) Maintain a conversational flow even though they pause to think of the correct words or sentence structure in order to express themselves. 
	X

	Able to use a range of IT packages, ie Microsoft Word, Outlook and Excel
	X

	Able to learn data protection and data and information security protocols 
	X

	Has successfully passed on information accurately both face to face and by telephone 
	X

	Has an awareness of the diverse needs of our communities 
	X

	Has respected confidential information and not disclosed it 

inappropriately to others
	

	Has previously followed instructions in a careful and structured way to carry out a task
	

	Relevant experience requirement: Will be used for shortlisting


	

	Relevant professional qualifications requirement: Will be used for shortlisting


	GCSE Maths and English at Grades A-C or be able to demonstrate good literacy and numeracy through assessment before interview.

	The applicant is required to provide evidence of having previously spoken fluently in English in order to meet the lower threshold level outlined under Special Knowledge above.  

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 
 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	· An Enhanced DBS will be required to be carried out.  
· Must be legally required to work in the UK.
· The Apprentice will train to Intermediate Level  in Business Administration 
qualification  as part of the Apprenticeship.

· The apprentice will follow a programme of training relating to the role and achieve 
the appropriate skills, competencies and qualifications of the role by the end of the
 training programme.


	Compiled by: 
Neil Christie
Date: 31.01.17
	Grade Assessment Date:


	Post Grade:  



South Bradford Children’s Centre Cluster Manager





 Health Lead Officer





Business, Finance and Data Lead Officer








Family Support Lead Officer





Administrative Apprentice





Early Years Lead Officer
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