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Job Description and Person Specification
Job details
Job title: Business Administrator Apprentice (Level 3)
Grade: Apprentice
Reports to: ICF (Intelligent Client Function) Commissioning Manager
Directorate and Service area: Children’s Services, Commissioning and Partnerships

We are committed to supporting care-experienced young people into employment. As a result, this apprenticeship is reserved for care leavers who meet the essential criteria.  

This 18-month Business Administrator Apprenticeship is a fantastic opportunity to start or develop your career in administration while gaining hands-on experience at North Northants Council. During the programme, you’ll work towards a Level 3 Business Administrator qualification, building valuable skills that will set you up for future success. This role is perfect for someone looking to begin or progress their career in business support, offering a blend of practical experience, learning and development within an environment where you can truly thrive. 
Purpose of the job 

To provide administrative support to the ICF to ensure an efficient, effective and responsive service to both North Northampton, West Northampton and The Northamptonshire Children’s Trust. With a focus on adding value, the role of business apprentice contributes to the efficiency of the team, through support of functional areas, working across teams and resolving issues as requested. Building skills to use a range of digital tools, including Microsoft 365 and AI-supported applications, to improve efficiency and support day-to-day operations while contributing to team objectives.

The flexibility and responsiveness required allows the apprentice to develop a wide range of skills and experience across a variety of tasks.
Principal responsibilities 
(Please make these concise and ideally no more than 8)

1. Provide administration support linked with day-to-day governance and relationship management of the Northamptonshire Children’s Trust, on the behalf of West Northants and North Northants.
2. Carry out a range of administrative/business support tasks for the team and service area. This may include but is not limited to; data entry, producing correspondence, event planning, minute taking, booking venues or transport, uploading content to our website and intranet pages, and supporting with grant funding applications.
3. Provide administrative support for all governance meetings or processes which will involve, scheduling meetings, including meetings with cabinet members, minute taking and producing meeting minutes for those specified processes.
4. Maintaining the corresponding action logs, chasing for outstanding actions and managing the attendance log for meetings.
5. Manage incoming and outgoing post and deliveries for the ICF, and Children’s Services as required.
6. Maintain procedures and documentation in relation to the role’s tasks and responsibilities.
7. Assist with administration for the Head of Commissioning and Contracts and the wider Commissioning team.
8. Ensure that all legal documentation for the Service Delivery contracts, the associated schedules, and the Support Services agreement are available for the Directors and Assistant Directors as and when required.

General responsibilities applicable to all jobs
1. The business apprentice is expected to deliver their responsibilities efficiently and with integrity – showing a positive attitude. 
2. The role involves demonstrating strong communication skills (both written and verbal) and adopting a proactive approach to developing skills. 
3. The business apprentice is expected to show initiative, managing priorities and own time, problem-solving skills, decision-making.
4. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.
5. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).
6. Understand the councils committment to Corporate Parenting and take responsibility to support this commitment. Enable the council to be the best corporate parents possible to children and young people in our current and previous care. 
7. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.
This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.
Special features of the post
 The postholder will be required: 
To travel between some North Northants and West Northants Council offices as necessary to support Northamptonshire Children’s Trust governance meetings, training and attend Team Meetings.


Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	Educated to GCSE level in Maths and English  
	Recognised administration qualification (e.g. NVQ)

NVQ level 2 in Business Administration or equivalent by experience.

	Experience and Knowledge
	Skilled in the use of multiple IT packages and systems relevant to the organisation in order to: write emails, perform financial processes. Examples include MS Office, Outlook, Word and Excel. 

Desire to work and train in an administrative role within the Council.

Ability to work independently while seeking advice and support when required.
	Experience of PowerPoint 

Knowledge of local government and the services provided by the Council

Experience of taking minutes at meetings


	Ability and Skills
	Excellent organisational skills, with a systematic and methodical approach to work. Able to accept and deal with changing priorities related to both their own work and to the organisation.

Ability to communicate effectively face to face, on the telephone and digital platforms. 

Good literacy and numeracy skills

The ability to take initiative and prioritise workload, working to tight deadlines and operating calmly and professionally under pressure.

Seeks advice of more experienced team members when appropriate.

	Demonstrates agility and confidence in communications, carrying authority appropriately. 

Answers questions from inside and outside of the organisation, representing the organisation and Team.



	Equal Opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.

Knowledge of Data Protection and GDPR legislation and the importance of maintaining accurate records and confidentiality.
	

	Additional Factors
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