	Service Area:
	People & Communities

	
	

	Job Title/Grade:
	People & Communities Apprentice

	
	

	Responsible to:
	Strategic Partnership Officer

	
	

	Our Culture & Values:
	All job roles at Rochford District Council require the post-holder to be flexible and proactive in their approach. Being customer focused and willing to maximise your potential at work are expected. We all work together to achieve the very best for our residents which sometimes means getting involved in projects and trying new tasks outside of your day to day job role. We love our staff to suggest new ideas and to have enthusiasm to try out new experiences. 

	
	

	Apprentice Role:
	The Apprentice will undergo training and gain experience in carrying out the following duties. 

He/she will be under supervision and assessment and the duties will be introduced gradually, according to the degree of competency achieved.

A strengths based approach will be taken to supporting the Apprentice and their ongoing learning in their role.



	 Main Responsibilities

	Working closely with and assisting officers within the People & Communities Directorate

	Undertake appropriate work-based training

	Support event planning, administering, delivery and evaluation

	Casework logging, monitoring and analysis using databases and spreadsheets

	Respond to general enquiries from the public and partners via telephone, email, written correspondence and direct.
Administration regarding booking venues, taking bookings, raising orders and use of standard letters and templates.
Liaising with other departments regarding reprographics, public relations and room bookings. 
Liaison with contributors before, during and after events.
Share team goals and targets.

	Any other reasonable duties to meet the People & Communities Directorate priorities.
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	Corporate Responsibilities

	To observe all of the requirements of Safeguarding and to report any potential Safeguarding concerns in accordance with the Council’s Safeguarding Policy.

	To comply with all appropriate legislation and Council policies including the Officers Code of Conduct, Health and Safety at Work, etc. Act 1974 and the Council’s Health and Safety Policy and procedures.

	To support the Council’s Equalities & Diversity Policies.

	All staff may on occasions be required to support the Council to deal with emergency situations affecting the community we serve. In the event of such an emergency or, of a rehearsal for such an event, the Postholder may be required to attend at times and at locations outside of the norm for the post and to adopt the duties directed by the Officer in Charge for the duration of the emergency situation.

	To contribute to project work arising from the Business Plan and to undertaken any other reasonable duties as may be required from time to time by the Line Manager/ Leadership Team.



	Review

	The duties and responsibilities of this post may vary from time to time according to the changing requirements of the Council. The job description may be reviewed at the discretion of the relevant Assistant Director in the light of those changing requirements and in consultation with the postholder. In any event, the Head of Paid Service reserves the right to review and amend the job description.





	
Signed (Postholder):                                                                  Dated:








Person Specification
	Post
	People and Communities Apprentice



	Essential Requirements

	Qualifications

	 5 GCSEs including Maths and English (Grade 5-9) 

	Knowledge and Skills

	Knowledge of Microsoft ‘Office’ software – Windows, Word, Excel and Outlook – gained in a work environment

	Good numeracy and literacy skills to produce documents

	Ability

	Able to prioritise work appropriately

	Able to work to deadlines and work under pressure

	Flexible, pro-active and adaptable

	Effective team working. Sharing ownership, team goals and workload

	Commitment to maximising potential and continuous improvement of self and of service
Able to contribute positive suggestions and willing to take forward

	Able to establish and maintain effective relationships with people at all level

	Able to demonstrate a commitment to customer service
Good verbal communication skills both on the telephone and face to face
Ability to learn new systems and manage inputting information
Able to work outside normal office hours



	Desirable Requirements

	Knowledge and Skills
· Knowledge of social media management
· Knowledge of engaging with communities

	Experience 
· Experience of working in an office environment
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