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	READING BOROUGH COUNCIL


	Department/Directorate:   Property Services, Education, Social Services & Housing Directorate


	Post Reference No:


	Location: 19 Bennet Road

	Job Title:  Apprentice Business Administrator

	Grade/Salary Range:  
Apprentice Allowance of £95 per week for the one year of the apprenticeship.

	
	

	JOB PURPOSE

	1. Through training, supervision and direction to develop the skills and abilities to provide a comprehensive administration, information and support service to Clients, engineers, surveyors and trades staff for the Corporate Maintenance Service of Property Services.



	DESIGNATION OF POST AND POSITION WITHIN DEPARTMENTAL STRUCTURE
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	MAIN DUTIES AND RESPONSIBILITIES

	Corporate Responsibilities

To work as part of a customer services and specialised administration team to ensure that the operation is efficient and effective and to ensure that the Council’s customer care, service delivery and equal opportunities policies are adhered to.

To treat all personal information held in the strictest confidence.

Direct Service Responsibilities

With supervision and direction:

1. To respond to customers and clients by telephone, ensuring that all enquiries are processed within agreed service delivery standards.

2. To learn to use a variety of computer systems and packages, developing awareness of how to structure data to suit them, ensuring that data is accurate and relevant

3. Liaise with contractors and trade operatives, communicating works to be carried out and providing such support as is required

4. To participate in the customer services team and its activities. 

5. Participate in a variety of projects set by the needs of the customers and the section.

6. Identify and deal with emergency enquiries with the ability to relate to all customers, sometimes in stressful situations.

7. Provide cover in the absence of other team members.

8. To create, update and maintain written and electronic files and records, maintain and control the filing systems in place.

9. Order and maintain paper stationery supplies.

10. Produce simple documents and standard letters using computer systems.

11. Prepare paperwork for payment of suppliers invoices

12. Prioritise workload and work programmes with support and guidance from Supervisor in one to ones and appraisals.

13. Operate regular procedures in place, accurately and to target deadlines. 



	

	SCOPE OF JOB (Budgetary/Resource control, Impact) 

	Impact on improved communication and information for clients and customers.  Impact on effective customer services and administrative support teams and on service delivery.




	SPECIAL/OTHER REQUIREMENTS or RESPONSIBILITIES OF THIS POST

	What level of CRB check is required for this post?       NONE/STANDARD/ENHANCED

Does the post require a Protection of Vulnerable Adults (POVA) check?                              YES/NO
Does the post require a Protection of Children Act (POCA) check ?                                      YES/NO
What other security/safer recruitment clearances are required for this post (excluding standard identity/work permit/education qualification checks)? – please specify  None
Is this post 'politically restricted'?                                   YES/NO

What Level H&S Responsibilities are applicable to this post?  LEVEL 1

Please specify responsibility for implementing the Council's risk management strategy as it applies to the service, ensuring risks to service delivery and specific projects or initiatives are recognized and that actions are taken and monitored to mitigate risks identified:  None at this level
Please specify below any other Statutory Duties and/or responsibilities of this post not already covered in the 'Main Duties and Responsibilities' above:  None at this level
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	Reading Borough Council


	Department/Directorate:  Property Services, Housing/Community Care

	Job Title:  Apprentice Business Administrator

	Post Reference No:



	
	

	Qualifications / Education / Training:
	
	

	Competent literacy and numeracy

It is essential that the person can demonstrate correct punctuation, spelling and grammar, and also has legible handwriting.

Numeracy – can perform basic mathematical operations (+ - x %) and check accuracy of results.



	Experience:
	
	

	1. Some experience of using computers for simple word processing and spreadsheets.



	Skills and Abilities:
	
	

	1. Clerical skills – Demonstrable ability to file alphabetically, numerically and alpha-numerically. 

2. Keyboard skills – It is essential that the person can input text and numerical data accurately.  Touch typing is not essential.

3. Demonstrable understanding of the use and importance of team work.



	Specific Working Requirements:
	
	

	37 hour week within a flexi time scheme

Demonstrate a commitment to Reading Borough Council’s Equal Opportunities Policy and sustainability objectives.

To exercise discretion in dealing with sensitive issues.




Head of Property Services








Corporate Maintenance Manager





Risk & Operational Support Manager











Surveyors/Engineers





Apprentice Office Administrator





Team Leader & Engineering Manager





Technical Support Officers
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