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POST:

	
Business Administration Apprentice

	
RESPONSIBLE TO:

	
Finance Operations Manager / HR Manager

	
RESPONSIBLE FOR:

	
No roles reporting


	
KEY PURPOSE:

	
Day to day administrative support for the Finance and HR Departments
  

	
	

	
MAIN DUTIES




Working as part of the both the Finance and HR Departments, the Business Administration
Apprentice will be given training and support in order to be able to assist the Finance and
HR Teams in the following duties:-


1. In support of the Finance Team

(i) To process the requisitions entering them on to the College commitment accounting system

(ii) To print and distribute purchase orders to suppliers

(iii) To receive and record Goods Received Notes against Purchase Orders

(iv) To process all invoices and credit notes in accordance with the College’s financial regulations

(v) To identify equipment requiring entry on to College inventories, liaising with nominated persons from each Department to ensure inventories are maintained in accordance with Financial Procedures

(vi) To process accurately the Student Payments and Petty Cash records

(vii) To check and collate the daily banking, preparing collections and journals for cashbook entry

(viii) To assist with educational visit accounts, monitor and report income and expenditure to ensure viability

(ix) To assist in general financial related duties, such as enquiries, computer input, fees collection, photocopying etc.

2.	To assist the Finance Operations Manager

(i) In liaising with budget holders and their deputies to ensure that the College’s Financial Regulations and procedures are understood and followed.

(ii) In the provision of information and analysis for the preparation of the annual accounts, budgetary control and financial forecasting.

3.	In support of the HR Team:

(i) To assist with the College recruitment process, including: logging applicants, preparing shortlisting packs, maintaining supplies of recruitment documentation, assisting on interview days.

(ii) To create personal files.

(iii) To record employee attendance at induction and a variety of training events on the HR system.

(iv) To assist with the regular archiving process.

(v) To answer team phones and take messages/assist where possible.

(vi) To undertake general administrative duties, such as photocopying, filing, typing, as required.
.   
4.	General

(i) To adhere to College Health and Safety and Equal Opportunities policies and to comply with relevant legislation.

(ii) To undertake any other such duties as may be reasonably required of you commensurate with your grade, at your initial place or work or at any of the other College sites as determined by the Principal.

(iii) The postholder is required to participate in regular work reviews with the line manager

	SAFEGUARDING AND PROMOTING WELFARE OF CHILDREN
All work in the College involves some degree of responsibility for safeguarding children, although the extent of that responsibility will vary according to the nature of the post. Fareham College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The post holder must be aware of the College’s policies which safeguard and promote the welfare of children, and adhere to their guidelines.


	


	
	EQUALITY AND DIVERSITY

All roles within the College have a responsibility to continually review the way each role is carried out to ensure the implications for Equality and Diversity are constantly taken into account.  
              





	CONDITIONS OF SERVICE
The Conditions of Service, which apply to this Post and other detailed information, is available from the Human Resources Department.
This job description is not exhaustive but outlines the main features of the post. It may vary
as the post evolves without affecting the nature of the duties and the responsibility level.
In consultation with you, it is liable to variation.
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NO.
	
CRITERIA
	
ESSENTIAL/DESIRABLE

	
HOW ASSESSED


	
	
	
	

	
QUALIFICATIONS


	1
	4 GCSE’s (or equivalent) including Maths and English at Grade C or equivalent
	Essential
	Application Form and Certificates


	
SKILLS & COMPETENCIES


	1
	A basic understanding of MS Office software eg Word & Excel and IT packages common to an office environment or similar equivalent. 

	Essential
	Application Form and Interview

	2
	Good communication and interpersonal skills

	Essential
	Application Form and Interview

	3
	The ability to be flexible and organised in their approach to work 

	Essential
	Application Form and Interview

	
PERSONAL QUALITIES


	1


	A willingness to support and liaise with internal customers
	Essential
	Interview

	2
	A motivated and reliable attitude
	Essential
	Interview



	
FOR SIGNATURE BY APPOINTED EMPLOYEE:


	
I hereby confirm my agreement to the job description for my role as set out above


	
Print Name:

	
____________________________
	
Date:
	
____________________________


	
Signature:
	
____________________________
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