
	Post No. :
	POST00003435 

	Post Title:
	Apprentice Administrator (Affordable Warmth)

	Directorate:
	Public Health

	Division:
	Public Health

	Section:
	Health Improvement and Adults Public Health

	Reports To:
	POST00003053 Public Health Project Officer 

	Location:
	Number One, Bickerstaffe Square

	DBS Status:
	Basic Check

	Grade:
	National Minimum Wage



	Role Purpose

	To provide an administration and business support to the Affordable Warmth Team.

As part of the Apprenticeship, the successful candidate will be expected to undertake and complete relevant qualifications. They will be allowed 20% of their working week to enable them to successfully complete the qualifications.



	
Main Duties and Responsibilities

	· Provide administrative support to the Affordable Warmth Team. 
· Use a variety of software packages for data inputting and analysis.
· Assist with the updating, maintenance and extraction of information from manual and electronic information systems accurately as required.
· Assist with data collection and prepare data for analysis.
· To input information on spreadsheets and databases and maintain accurate computerised and manual records. 
· To liaise with other staff, managers and partner organisations, retrieving and exchanging information as appropriate.
· To undertake general office duties including filing, photocopying, e-mailing and scanning.
· Deal with enquiries either by telephone, email or face to face, providing information.
· To maintain a high level of confidentiality, in line with service requirements.
· To ensure that all work is undertaken to prescribed standards and timescales.



	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	GSCEs (A**-C or Grades 9-4) / NVQ Level 2 or equivalent qualification to include Maths and English
	E












	Knowledge, Skills and Experience 

Required
	Please mark which are Essential or Desirable 
	E/D

	Knowledge
· Knowledge of the importance of information security and confidentiality
· Knowledge of Microsoft Office
· Knowledge and understanding of general administrative and office procedures
· Knowledge of customer care

Skills
· Good ICT skills, use of various software packages and ICT equipment.
· Good communication skills, both written and verbal
· Good organisational and time management skills with the ability to prioritise tasks.
· Good written and numerical skills
· Attention to detail
· Ability to work in a busy office environment 
· Ability to work as part of a team


Experience
· Experience of using Microsoft Office software (particularly Word and Excel)
· Administrative experience
	
E
E
E
E
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E
D





	Vision and Values

	Blackpool Council's new Council Plan outlines what our vision and priorities will be during from 2015 to 2020.
Blackpool might not be the biggest and the brightest but it isn’t without its challenges. We have major social and health issues to deal with, whilst needing to develop and innovate so our town meets the changing desires of modern day audiences.
We need to take advantage of other opportunities - in fields like energy generation - with the same vigour our predecessors had, when building iconic attractions such as the Winter Gardens, the Tower and Tower Buildings, the Pleasure Beach, and of course the true one-off that is the Blackpool Illuminations.
Our vision for Blackpool is that it will be:
“The UK’s number one family resort with a thriving economy that supports a happy and healthy community who are proud of this unique town”
Our Priorities
We have two priorities:
· Priority one - The economy: Maximising growth and opportunity across Blackpool
· Priority two - Communities: Creating stronger communities and increasing resilience


Our Values
· We are accountable for delivering on the promises we make and take responsibility for our actions and the outcomes achieved
· We are committed to being fair to people and treat everybody we meet with dignity and respect
· We take pride in delivering quality services that are community focussed and are based on listening carefully to what people need
· We act with integrity and we are trustworthy in all our dealings with people and we are open about the decisions we make and the services we offer
· We are compassionate, caring, hard-working and committed to delivering the best services that we can with a positive and collaborative attitude



	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.




