LONDON BOROUGH OF LEWISHAM APPRENTICESHIP SCHEME
Job Description 
	Directorate:
	Resources


	Section:


	Human Resources

	Job Title:
	HR Apprentice 


	Grade:


	APP78

	Reports to:


	Recruitment Manager

	Contract Duration:
	18 months


_______________________________________________________________
Main Purpose of the job: 
To develop a good working knowledge of recruitment and assist with all the administrative functions and processes within the team.   
______________________________________________________________
Summary of Responsibilities and Personal Duties:

1. Be responsible for the efficient processing of electronic data as directed, assisting with the organizing of daily operational services and taking responsibility for specific areas. 
2. Prepare and maintain HR records
3. Use appropriate software packages to ensure high quality, professional output and presentations
4. Assist in the preparation of reports, presentations, and other means of communication 
5. Assist in the provision of timely, regular and relevant management information
6. Produce standard correspondence as required
7. Maintain office systems, including use of appropriate technology to ensure practices and procedures are monitored as appropriate
8. Undertake other duties of a comparable nature elsewhere within the HR community as required
9. Complete work in accordance with agreed targets and timescales.
10. Deal with correspondence and queries as directed.
11. Maintain excellent customer service in all areas of work
12. Maintain high levels of sensitivity to both confidential and contentious issues.

General

1. Ensure all work reflects the Council’s corporate objectives and commitment to services based on best value and quality, equality of opportunity and sustainable environment

2. Participate fully and effectively in team working and contribute to a culture of continuous performance improvement

3. Comply with the requirements of the PES process and undertake such development activities as are required to improve performance and ensure that service objectives are met

4. Ensure that the job contributes to the provision of a high quality, cost effective and efficient service which fully integrates equality issues, best practice and best value service delivery and complies with statutory and policy requirements

5. Comply with all Council policies, including contractual standing orders, financial regulations and all HR policies and procedures

6. Comply with the Council’s Health & Safety policy and associated safe working procedures and guidelines

7. Comply with the Council’s Equalities and Diversity Policy and ensure that it is implemented within the service area of the post

8. This job description is not to be regarded as exclusive or exhaustive.  It is intended as an outline indication of the areas of activity and will be amended in the light of the changing needs of the organization
9. Develop the full range of skills and knowledge needed to satisfy the requirements of the post including undertaking additional developmental activities for example shadowing professional staff and attending internal courses.
10.  Meet the demands of the qualification requirements and work with the training provider to ensure the nominated qualification is obtained within set timescales.
