

	Competency Based Job Profile 



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Human Resources
	SERVICE GROUP: Workforce Development

	POST TITLE: Apprentice Learning and Development Technician 
	REPORTS TO: Workforce Development Manager Corporate

	GRADE: Apprenticeship
Salary: £ 4.00 per hour


	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.
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.  
	Key Purpose of Post: 

	To undertake an Apprenticeship Scheme within the Department of Human Resources which will train the postholder to the support workforce development team in the implementation of the Evolve IT Based Learner/Planning Management System.  By working as part of the ‘Evolve’ team to input and update the learning management system as required.
The apprentice will follow a programme of training relating to workforce development and will follow the training provided to achieve the appropriate skills, competencies and qualifications required for the role by the end of the training programme.

Be able to accurately input data onto a database, checking IT for accuracy.
Carry out general IT based tasks, create spread sheets and data bases.
Carry out general administrative tasks in support of the Evolve Learner/planning system.


	Main Responsibilities of Post: 

	The apprentice will work towards achieving the relevant skills, competencies and qualifications required in order to provide a wide range of administrative functions to include
To diligently follow a programme of training and development inputs.  Preparing them for the 

following tasks:-
1. To assist the workforce development team leader (Business Development) in the planning system implementation and development of the Evolve system IT system.
2. To work as part of the Evolve implementation and development team  

3. To work as directed with Workforce development partners eg:- to plan and develop digital learning materials and packages.  
4. To collate and input data on Evolve relating to ‘Learn’ and ‘performance’ and ‘Talent’ as requested
5. To research best practice, or Knowledge required for their areas of work that will assist Workforce Development in advancing in digital literacy and creating digital learning platforms and packages of learning.  

6. To assist in the development and implementation of policies, procedures and strategies for Evolve to meet the Workforce Development plans 

7. To show respect and to work flexibly with colleagues across the Council and partners in achieving the Councils’ priorities. 

8. To maintain a good working knowledge relevant to the areas of work allocated. 

9. To support the team in identifying opportunities for income generation. 
10. To carry out other duties as required, which are reasonable in terms of the nature of
the apprenticeship.   



	Structure:

[image: image1]


	Special Knowledge Requirement: Will be used for shortlisting. 

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

	
	Essential

	Has successfully used basic computers packages eg Word, Outlook, Excel
	X


	Has successfully carried out tasks which required the use of numeracy, literacy and transferring information accurately from one format to another.
	X

	Demonstrable knowledge of how to interpret data to produce meaningful reports. Has understood and passed on simple information accurately to others eg how to carry out a task
	X

	Has implemented, maintained and managed accurate information systems both manual and computerised and types of record keeping
	X

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


	Relevant experience requirement: Will be used  for shortlisting 


	Experience in dealing with people and obtaining information. Made and appropriately responded to phone calls.  Providing accurate information to callers.

	Relevant professional qualifications requirement: Will be used  for shortlisting 


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


	Working Conditions: 

 

	Occasionally will need to be able to work evenings, weekends and bank holidays as required by the needs of the service. 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: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process. Dependent on the Intermediate Level qualification at the start
 of the apprenticeship,

· The Apprentice must achieve the qualification by the end of the Apprenticeship.

· The Apprentice will train to Intermediate Level in Business Administration 
as part of the Apprenticeship

	Compiled by: NF
Date: Aug 2016
	Grade Assessment Date:


	Post Grade:


O&WFD Manager (Corporate)





O&WFD Team Leader – Business Development








O&WFD Officer– Communication and Publicity 


























Senior Learning and Development Technician








O&WFD – Corporate Support











Learning and Development Technician





Apprentice Learning and Development


Technician
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