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Job Description
Directorate/Division: 
Business Development 

 
Title of Job:


Business Administrator Apprenticeship 
Responsible to:

Head of Apprenticeships 
Key Purpose:
The responsibilities of the role are to support and engage with different parts of the organisation and interact with internal or external customers. With a focus on adding value, the role of business administrator contributes to the efficiency of an organisation, through support of functional areas, working across teams and resolving issues as requested. The flexibility and responsiveness required allows the apprentice to develop a wide range of skills. 
Grade:



Scale 1/2 (35 Hours per week)
Location:
Willesden Campus but may be required to work elsewhere within the College.
	MAIN DUTIES AND RESPONSIBILITIES 
1. Provide relevant administrative support for the management of apprenticeship provision.  

2. Manage apprentice and employer applications for apprenticeship provision. 
3. Where appropriate check the eligibility of new applications to ensure that employers/individuals meet expected apprentice funding criteria. 

4. Support apprentice inductions and enrolments. 

5. Handle sensitive apprentice and employer data. 

6. To accurately process apprentice and employer paperwork to ensure funding compliance for the United Colleges Group. 

7. Maintain a first line point of contact for apprentices, employers and staff. 
8. To provide regular apprentice progress feedback to employers. 

9. Working closely with other internal departments to support apprenticeship provision. 

10. Processing information to assist in the accurate management of systems and processes to inform delivery teams of apprentice inclusion. 

11. Monitor Off the Job hours for apprentices to ensure they are meeting the requirements

12. Monitor student attendance and report any concerns to the line manager/employer


Additional essential responsibilities:

1. To carry out all duties in accordance with United Colleges Group policies, including; 
a. Safeguarding and prevent

b. Equal opportunities

c. Data Protection 

d. Health and Safety 

2. To undertake any required training that is relevant to the delivery of key duties, and take responsibility for post holders own professional development. 

3. To undertake any reasonable additional duties that may be required to support the United Colleges Group strategic objectives. 
Special Conditions: 

1. The nature of this post means that the post holder may need to travel from time to time to all the College campuses and to other external venues. 

2. The post holder will be contracted to work for a 35 hours per week but it is a requirement of this post that the holder will flex these hours to reasonably meet external needs which may include working evenings and weekends.
3. This post falls within the scope of the regulations requiring a Disclosure & Barring Service (DBS) check.
4. The post holder will be required to study a Level 3 Business Administrator apprenticeship, unless evidence is provided of prior attainment. 
	Person Specification – Business Administrator Apprenticeship
Minimum requirements of the post,



	1
	Education/Qualifications 


	Essential
	Desirable
	How assessed. 

	1.1
	Business Administration or similar qualification at Level 2


	
	(
	

	1.2
	English and Mathematics at GCSE Grade 4/C (or Equivalent)

	(
	
	

	2
	Experience 
	
	
	

	2.1
	Understanding of administrative systems and processes


	
	(
	

	2.2
	Competent in the use of Microsoft Office applications.


	(
	
	

	2.3
	Experience and knowledge of apprenticeship delivery models and related funding compliance.


	
	(
	

	2.4
	Working with information systems to maintain records 


	(
	
	

	2.5
	Working in a changing environment requesting a flexible and responsive approach.


	(
	
	

	3
	Skills/Knowledge 
	
	
	

	3.1
	Excellent standard of written and oral communication skills.


	(
	
	

	3.2
	Ability to maintain positive relationships with a wide range of stakeholders.


	
	(
	

	3.3
	Ability to manage own workload and prioritise work to meet tight deadlines.


	(
	
	

	3.4
	Excellent interpersonal skills and the ability to work as part of a large team.


	(
	
	

	3.5
	Ability to use own initiative to be proactive in solving problems.


	(
	
	

	3.6
	Demonstrable understanding of the importance and need for maintaining confidentiality in certain areas of the work.

	(
	
	

	3.7
	Ability to understand and apply the College’s policies and practice in relation to Health and Safety combined with a practical approach to Health and Safety in the working environment.

	(
	
	

	3.8
	Ability to participate in new developments and contribute professional advice

	(
	
	

	4
	Other requirements 
	
	
	

	4.1
	An understanding of safeguarding of children and vulnerable adults within the workplace


	(
	
	

	4.2
	Full commitment to equal opportunities and anti-discriminatory working practices


	(
	
	

	Evidence of criteria will be established from:    

AF-Application form,   IV- Interview,      Test- Skills test,     Cert- Certificate


