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JOB DESCRIPTION
POST:  Business Administration Apprenticeship
GRADE:  £16,016 p/a


RESPONSIBLE TO: Customer Relations and Facilities Manager
	PRIMARY JOB FUNCTION


To undertake reception and administration that will provide a welcoming, efficient and equitable service to users of the Voluntary Action Resource Centre
To provide administrative and practical support for meetings, training and events 
	DUTIES AND RESPONSIBILITIES


1. To undertake a development programme leading to a National Vocational Qualification as part of an apprenticeship.

2. To actively participate in their own development plan, this will be agreed with the line manager and the assessor from the training provider.  

3. To work under supervision in all areas of the organisation to develop practical skills including answering queries, obtaining and collating information, reception, customer service and communication. 

4. To provide reception services, dealing with general enquiries about Voluntary Action Islington both face to face and by phone and distributing messages to members of staff and volunteers of Voluntary Action Islington and the other organisations based at the Resource Centre.
5. To organise meetings and events dealing with publicity, booking rooms, ordering refreshments, producing and disseminating publicity and taking minutes with supervision and training as agreed with the manager.

6. To give out written information to enquirers in the form of leaflets, brochures or registration forms, or to signpost enquirers to other suitable organisations
7. To undertake other duties for example filing, photocopying and setting up rooms for meetings, training and events
ADDITIONAL:
 

· At all times carrying out responsibilities/duties within the framework of Voluntary Action Islington’s equal opportunities and other policies.

· To use and assist others in the use of information technology systems to carry out duties in the most efficient and effective manner

· To assist with cover and reception arrangements at 200a Pentonville Road, dealing with enquiries and signposting service users to ensure high standards of customer service 
· To carry out additional tasks that may be required from time to time to achieve agreed service outcomes and outputs, and personal appraisal targets, as agreed with the line manager.
· To undertake training and constructively take part in meetings, supervision, seminars and other events designed to improve communication and assist with the effective development of the post and post holder.
· The post holder is expected to be committed to Voluntary Action Islington’s core values of fairness, effectiveness and transparency and to demonstrate this commitment in the way they carry out their duties.
· Ensure that duties are undertaken with due regard and compliance with the Data Protection Act and other legislation.

· Carry out duties and responsibilities in accordance with Voluntary Action Islington’s Health and Safety Policy and relevant Health and Safety legislation.

· To collect and record data about service provision that can be used for monitoring purposes and to support service improvement
	Signed:


	Date:


PERSON SPECIFICATION

The person specification is a picture of skills, knowledge and experience required to carry out the job.  It has been used to draw up the advert and will also be used in the short-listing and interview process for this post.  

You should demonstrate on your application form how you meet the following essential criteria.
	Designation :  Business Administration Apprenticeship
	Grade: £ 16,016 p.a

	
	 REQUIREMENTS
	

	
	EDUCATION and EXPERIENCE
	A/I/T

	E1 
	Able to meet the entry requirements of the NVQ course: GCSE grades A-C in English, Maths and ICT or equivalent and able to attend and undertake the studying and coursework required to complete the course
	A/T

	E2 
	Currently unemployed or economically inactive
	A

	
	KNOWLEDGE, SKILLS and ABILITY


	

	E3 
	Able and willing to follow instructions and learn new tasks
	A/I/T

	E4 
	Ability to communicate clearly both verbally and in writing and to present information clearly and concisely
	A/I/T

	E5 
	Excellent interpersonal skills, including the ability to communicate effectively with people from diverse backgrounds and work as part of a team, which will include volunteers
	A/I/T

	E6 
	Ability to use ICT, including Word, Access, Excel, Outlook, social media and Word press
	A/I/T

	E7 
	An understanding of and commitment to equal opportunities and diversity 
	A/I

	E8 
	Ability to organize a project or activity, including ability to organize own workload
	A/I/T

	E9 
	Able to provide a high level of customer service
	A/I/T

	E10 
	Willing to learn and to take responsibility for their own development
	A/I

	E11 
	Self motivated and flexible in approach
	A/I

	E12 
	Committed to completing the apprenticeship
	A/I

	
	SPECIAL REQUIREMENTS


	

	E13 
	Must be 16-24 and be an Islington resident. 
	A

	E14 
	Able to work between the hours of 9am to 5.30pm with occasional evenings and weekends by prior arrangement
	A/I

	Assessed by:     A= Application        I= Interview      T= Test
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