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Generic job description and selection criteria 
	Job title
	Apprentice (Administrative)

	Department
	

	Grade and salary
	Apprentice Grade 


Job description

Overview of the role
You will work as an Apprentice [insert full job title]. You will be required to complete a [insert number of years] year training programme that will cover all aspects of the role and will be delivered through in-house training, as well as day-release or other distance learning methods delivered by [insert details of the provider]. You will complete a [insert details of the Apprenticeship and the level] Apprenticeship and you will gain [insert details of qualifications] qualification.

College attendance and successful completion of these studies is an essential requirement of this Apprenticeship.

Responsibilities/duties 
· Respond to basic enquiries and redirect them as appropriate

· Compile and collate information 
· Update databases and assist in maintaining records
· Draft documents, word process updates for handbooks and the website
· Carry out general office duties including photocopying and filing papers
· Help to organise materials and venues for meetings or events
· Liaise with other departments as necessary
· Any additional tasks that fall within your competency as directed

Selection criteria 
Essential
· Educated to GCSE standard (English and Maths grade C) or equivalent
· Ability to communicate clearly and accurately when drafting information for documents, handbooks or websites
· Ability to communicate messages clearly and accurately on the telephone and in person

· Able to demonstrate an aptitude for the skills taught in the apprenticeship (for example through work experience, qualifications or references)

· Experience of using Microsoft Office

Desirable
· Able to demonstrate an understanding/awareness of [x]
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