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	Job Title:


	Apprentice – Operations 
	Post No:
	3081

	
	
	
	

	School/

Directorate:
	Curriculum & Operations
	Department/

Team:
	Operations


	Reports to    (job):
	Team Leader - Operations

	
	

	Responsible     for (jobs):
	


Job Purpose

	Provide Reception Service for the London Road Campus of Shrewsbury College.




Main Responsibilities

	1. 1.
	Undertake front of house duties, including responding to, or referring, enquiries from students, staff and the general public.


	2. 2.
	Operate the College switchboard.  Collect, sort distribute and frank outgoing mail.

	3. 
	Take payment and issue parking permits to staff students and visitors.


	4. 3.
	Receipt and take payments from students for exams, visits etc.



	5. 
	Book mini buses out as requested by staff.

	6. 
	Work with Operations Team Leader to promote events and activities.

	7. 
	Support College promotional events onsite and offsite when required.

	8. 5.
	Undertake word processing, other clerical duties to include taking notes at meetings as required.

	9. 
	Maintain stationery records and files as required.  Issue stationery items to staff as required.

	10. 
	Undertake telephone activity such as seeking destinations and record outcomes.

	11. 
	Receive and administer lost property.

	12. 7.
	Undertake such training and education necessary to update skills and knowledge related to the changing needs of the College.

	13. 
	Participate in exam invigilation as and when required.

	14. 
	To study towards an NVQ in business and administration.

	15. 
	If not already achieved, study towards level 2 in key skills; Application of Number and Communication.

	16. 
	Take part actively and productively in your own learning experience. You will be required to show initiative.


	17. 
	You must continually monitor your achievement of targets.

	18. 9.
	Provide relief and support to other sections of the College as appropriate.



	19. 
	Shrewsbury Colleges Group actively promotes a ‘safeguarding staff, children and vulnerable adult’ culture. As such employee’s are expected to carry out their role and responsibility in relation to a childs’ or vulnerable adults’ welfare and the welfare of their colleagues. Employees are expected to access child protection and PREVENT training in accordance with their role and be aware of who to contact and what action to take if there are concerns regarding the welfare of its students or staff, including apprentices aged 16 - 18. We are committed to ensuring that all employees are supported in respect to their safeguarding children, vulnerable adult and PREVENT duties.


	20. 
	Work flexibly, undertake training and development, and undertake such other tasks as may be required or directed from time to time to meet the needs of the College.


	21. 
	Support and promote the College’s equal opportunity, diversity, health and safety, Prevent and other policies, processes and objectives.


	22. 
	Participate in exam invigilation as and when required.


Person Specification

	Criteria


	Essential
	Desirable

	Education

	· A qualification in the use of IT
· 3 or more GCSEs at grade A-C


	· Grade A-C in Maths and English


	Knowledge and Ability

	· Accuracy when producing documents, reports and data entry.

· Ability to work as a member of a team and use initiative. 

· Ability to maintain confidentiality.

	

	Experience


	
	· Experience of dealing with members of the public.


	Qualities and Attributes


	· Reliability.

· Conscientiousness and attention to detail.

· Ability to communicate in a professional way.

· Pleasant and caring manner when dealing with people.

	· Some knowledge and an interest in Further Education.


