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Job Title:	Apprentice Business Support Assistant

Grade:	GR2

Reporting to:			Apprentice Co Ordinator Manager 

Method of Assessment (M.O.A.)  A.F. = Application Form; I = Interview; T. - Test or Exercise; C. – Certificate; P. – Presentation.
	CRITERIA
	ESSENTIAL
	M.O.A.

	Education/Qualifications


	1. To be willing to work towards, a relevant apprenticeship qualification.
2. Be able to demonstrate and to pass assessments, prior to being accepted to the apprenticeship programme, displaying a level of competence that would demonstrate successful completion of the English and Maths requirements for this course.

	AF, I & T

I & T

	Experience
(Relevant work and other
experience)

	1. Have an interest and understanding of administrative support.
2. Have an interest and understanding telephone/reception experience in dealing with members of the public and professionals.
3. Experience of using IT for a range of office functions, e.g. Microsoft Word/Excel/PowerPoint
	AF & I


AF, I & T

AF, I & T


	Skills & Ability
e.g. written communication skills, dealing with the public etc.

	1. Willingness to support meetings, including the provision of note taking and recording of actions, as requested by the business.
2. Ability to communicate effectively both orally and in writing, where maintaining confidentiality is paramount.
3. Attention to detail with an ability to work accurately e.g. literacy and numeracy.
4. To develop the skills to work on own initiative with a pro-active approach to all tasks to ensure business objectives are met.
5. To learn and understand relevant legislation/policies and their implications for the Directorate (e.g. FOI, Data protection Act.
6. To develop the skills to work flexibly as part of a diverse team environment, providing cover when needed to ensure continuity of service provision, and to develop the skills the ability to multi-task to cover other roles within the team. 
7. An ability to fulfil all spoken aspects of the role with confidence using the English Language  as required by Part 7 of the Immigration Act 2016
	AF & I


AF, I & T


AF, I & T

I & T


I & T


AF, I & T



I

	Training

	[bookmark: _GoBack]Willingness to undertake on-going professional development (CPD) and participating in supervision and team meetings
	AF & I


Birmingham Children’s Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment

All staff are expected to understand and be committed to Equal Opportunities in employment and service delivery.
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