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Organisational Development Apprentice 

About The Council:

Oldham is committed to developing a co-operative future; one where residents, partners and staff work together to improve the borough and create a confident and ambitious place.

A co-operative Council aims to support everybody doing their bit and everybody benefitting. This means we work in a way which helps to empower residents to take greater control of their own lives but also gets the maximum benefit from the resources that are available to the community and public sector. It also means working in ways which are ethical, fair and deliver good social value as well as value-for-money. It also means giving residents the opportunity to work in collaboration with us to design and even help deliver services.


Purpose of Apprenticeship/Traineeship:

The Organisational Development (OD) Apprentice will be working towards a CIPD-accredited apprenticeship while providing administrative and project support across the OD team. The role is designed to offer a valuable development opportunity while contributing to the efficient delivery of OD services and projects. 

What will I be doing?

· Providing administrative support to the OD team. 
· Coordinating room bookings and logistics for OD-led training sessions, workshops and events. 
· Supporting administration of the Me Learning platform for the OD function. 
· Managing the shared OD mailbox, including responding to, redirecting and escalating queries as appropriate. 
· Providing administrative support for OD projects, including research, drafting communications, supporting delivery activities, SharePoint administration and producing engagement materials. 
· Taking meeting notes and minutes and maintaining accurate records of discussions and actions. 
· Coordinating meetings, invitations and diary management for wider OD forums and networks, such as Peer Support Groups and Change Champions meetings. 
· Supporting the administration of employee wellbeing and benefits activities, including initiatives such as OCL Gym Memberships and other staff benefit schemes. 
· Support the effective communication of information, messages and initiatives to colleagues through a range of appropriate channels and platforms. 

What will I gain?

· Developed customer service skills through telephone and face to face contact.
· A good understanding of the Council’s Corporate Services
· Working towards a CIPD qualification. 
· Experience of working within a team and to deadlines
· Experience of working with Senior Manager’s/Director’s
· Experience of using Microsoft Office packages such as Word, Excel, Teams, PowerPoint and Outlook
· Experience of working to deadlines

You will have opportunities to contribute to and lead project work, with support from the team, helping you to build your skills, confidence and experience across a range of OD activities.


Requirements for the Apprenticeship/Traineeship:
· Sufficient literacy and numeracy skills.
· Ability to use IT applications in relation to the requirements of the post
· Work flexibly to meet the needs of the service 
· Willingness to complete CIPD Apprenticeship qualification. 
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