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Post:


Apprentice Business Administrator Health & Safety





Salary: 

£12,630 per annum
Faculty / Service:
Health & Safety


Accountable to:
Health & Safety Advisor


Responsible for: 
N/A



Primary Purpose:
To provide high levels of administrative and data support within the Service
Location: 

ncn Adams
Specific Duties and Responsibilities
1. To provide high levels of administrative support to staff within the Service ensuring high standards of customer care at all times

2. To produce accurate electronic records of accidents and near misses and maintain the filing of the paper based reports
3. To produce periodic statistics relating to accidents and health and safety activities. 
4. To administer the internal audit process including arranging meetings, recording progress and typing up reports. This may involve visits to other college sites.
5. To maintain and develop ICT based solutions for the recording and monitoring of inspection processes 
6. To use the ECOM electronic ordering system and update the electronic records of specialist equipment provided
7. To respond to internal and external telephone calls and email enquiries in a timely manner, escalating them as required

8. To co-ordinate meetings on behalf of health and safety staff, including the taking of minutes and circulating papers as required to internal and external parties
9. To maintain high standards of confidentiality at all times and to deal with enquiries in a discrete and timely manner
10. To participate in projects intended to improve the administrative, planning and recording systems in the health and safety section through making full use of ICT systems
11. Provide other administrative services such as diary management, faxing, photocopying and typing as appropriate
General Duties & Responsibilities
· To work effectively and in accordance with organisational values to achieve the College’s mission and strategic priorities.
· To support, contribute to and take personal responsibility for implementing the College’s commitment to Equality and Diversity.
· To contribute to a culture of continuous improvement through participation in the Professional Development Review process.
· To support and participate in all initiatives to ensure the College has a safe and healthy environment for all students, staff and visitors.
· To carry out other duties that are required within the role as it evolves within the development of the organisation.
NOTE  

This job profile is intended to provide a general guide to the duties and responsibilities of the post and aims to set this in the context of the framework within which the post holder is expected to operate.  

This job profile should not be viewed as a legal document or a set of conditions of service and it can be reviewed at any time in light of the needs of New College Nottingham.   
Any amendments to the job profile will be discussed with the line manager and post holder and subsequently confirmed in writing. 

This job profile has been prepared by Steve Duty and is correct as at January 2012.  It will be updated in consultation with the post holder through the PDR process as and when circumstances change.
New College Nottingham is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 XE "Disability Discrimination Act 1995"  to accommodate a suitable candidate with a disability XE "Candidate(s), disabled" .

Person Specification
	Post: Apprentice Business Administrator Health & Safety
	A
	I
	T

	Education and Qualifications:  Specify the minimum education and qualifications required for the post.


	

	1
	Be working towards or willing to gain a Level 2/3 qualification in Business Administration, Technical Certificate and Key Skills to achieve apprenticeship
	(
	
	

	2
	Hold GCSE’s grades A-C in English and Mathematics, or equivalent.
	(
	
	

	
	
	
	
	

	Experience:


	3
	Have experience of working with data and data systems to track information
	
	(
	

	4
	Be experienced in the use of ICT to fulfil operational responsibilities
	(
	(
	(

	5
	Have experience of working within a challenging environment on your own initiative
	
	(
	

	
	
	
	
	

	Skills, abilities and competency:


	6
	Have excellent interpersonal and communication skills
	(
	(
	

	7
	Be able to demonstrate successful team working and the ability to solve problems
	(
	(
	

	8
	Demonstrate excellent organisational skills 
	
	(
	(

	9
	Demonstrate an ability to prioritise workload to tight deadlines
	
	(
	(

	10
	Be able to demonstrate an understanding of the College’s diversity strategy and its relevance to this role
	(
	(
	

	
	
	
	
	

	Attitude: 


	11
	Flexibility to work at any College site / additional hours when required
	(
	
	

	12
	Commitment to quality  and excellence through evidence of  continuing professional development
	(
	
	

	13
	A respectful and inclusive attitude to learners and colleagues
	(
	(
	

	14
	Promotes and works in accordance with organisational values
	(
	
	

	
	
	
	
	

	Other:



	15
	Demonstrate a knowledge, understanding and personal commitment to Safeguarding / Child Protection issues relevant to the post
	(
	(
	

	
	
	
	
	


KEY: The criteria for this post will be assessed as follows:
	A
	By Application Form  

	I
	By Interview

	T
	By Test as part of the Selection Assessment process


