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Level 3 Apprentice (Business Administration) 

About The Council:

Oldham is committed to developing a co-operative future; one where citizens, 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 purpose of the Apprenticeship is to support and assist in the Lifelong Learning service working as part of a team, contributing to excellent service delivery

What will I be doing?
· Shadowing and supporting the Finance officer with ordering goods and services, processing payments and reconciling of budget spends 
· Assisting the reception staff with learner enquiries, issue bus tickets for travel, monitoring absence line 
· Assisting Curriculum Teams with absence calls and other administration tasks. 
· Assisting the Business Support team with administration duties for Volunteers.
· You will learn how to upload/update documents to the Virtual Learning environment with a view to being responsible for allocated areas. 
· You may be asked to type letters, memos, reports, minutes and carry out room bookings and staff access to these bookings.
· You will be responsible for the safe usage of any materials and equipment in compliance with Health and Safety Legislation
· You will have access to computer information and confidential material etc, therefore responsible for the security and management of it under the provisions of the Data Protection Act.

What will I gain?
List of main learning objectives should include such things as:

· Developed presentation and administration skills by undertaking on-the-job internal training.
· Opportunity to learn new tasks and gain skills in administration and support the needs of the Lifelong Learning service
· Knowledge of the Lifelong Learning service and other agencies that work with the service
· Work towards the Apprenticeship Level 3 Business and Administration qualification.

Who will I be working with?
· Colleagues within the Council
· Internal or external stakeholders
· Members of the Public

Requirements for the Apprenticeship/Traineeship:

· Sufficient literacy and numeracy to meet the requirements of the role
· Ability to use IT applications in relation to the requirements of the post including Microsoft Office software, Word, Excel, and Outlook
· Ability to communicate effectively and develop and maintain effective working relationships with a wide range of people at different levels
· Ability to work as part of a team
· Ability to plan own work (with Supervision) and use own initiative to solve problems, prioritise and meet deadlines
· Work flexibly to meet the needs of the service including at different locations.

	Relationship To Other Posts In The Directorate:

Responsible to: Business Support Coordinator.
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Responsible for : NONE
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