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Job Title:


Administration Assistant 

Location:


Middlesbrough Base
Responsible to:

Administration Manager 
Purpose of Job
1. To carry out administrative tasks to support the smooth running of Apprenticeship recruitment.  

Key Tasks
· To undertake general office duties such as data input, photocopying, filing, answering queries by telephone and email to ensure apprenticeship recruitment administration is effectively administered.
· Production of apprenticeship sign up packs.
· Complete 100% audit of paperwork prior to data entry and .reject inaccurate submissions. 
· Process registration forms and certificates in a timely manner.
· Provide operational reports as required.
· Carry out data accuracy checks on key learner processes.
· Create, maintain and promote good working relationships. 
· Provide support as requested by the management team.
· Manage own time effectively in order to complete workload and ensure deadlines are met.
· Plan, schedule and evaluate own work.
· Adhere to Northern Skills Group policies and procedures, including Health & Safety, Dignity at Work; key staff processes

· Adhere to Northern Skills Group Safeguarding policy and principles, reporting any issues in line with procedures and in a timely manner
Key Measurements
· Timely submission of apprentice registration forms.
· Timely completion of apprenticeship packs.

· Timely processing of certificates.

· 100% accuracy within MIS data.
· Timely completion of 6 weekly file checks.
Key Requirements 

Qualifications 

· GCSE grade C (or equivalent) English Language and Mathematics.
· IT NVQ level 2 or equivalent – Excel, Word, Access

· NVQ Level 3 in Business Administration /AAT/ IT / Customer Service (desirable) 
Skills

· Ability to plan, organise and prioritise own workload.
· Good interpersonal skills (including excellent telephone manner).
· Able to work to deadlines. 

· Good attention to detail.
· Well developed IT skills with experience of computerised data systems.
· Customer service orientation.
Other 
· Ability to work from other location(s) when required.
Contract Arrangements

Staff will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. The following salient features will apply:

	1.
	Contract type
	Full-time, Fixed Term (maternity cover)

	

	2.
	Working week
	35 hours per week.

	

	3.
	Holiday
	Colleagues are entitled to 25 days (FTE) annual leave plus statutory holidays.  Annual leave is a service related entitlement, which will increase as below and come into effect from the 1st January following the anniversary date. (holiday year 1 January - 31 December)
· 5 years’ service   26 days

· 10 years’ service 28 days

· 15 years’ service 30 days.

	

	4.
	Period of Notice
	Two months.

	

	5.

6.
7.
	Salary 

Life Assurance
Healthcare

	£15,532.79.
Non-contributory Life Assurance Scheme.  
Non-contributory Healthcare Scheme.


	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, the current contribution rate is 3% of pensionable salary. 

	

	9.
	Sickness
	The Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	10.
11.
	Probationary 

Period
Disclosure & Barring Service Check
	6 months
From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40.


Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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