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SINGLE CORPORATE SERVICES 

 
Learning, EducaƟon and Development  

 
Job Ɵtle:  ApprenƟceship & Careers Administrator 

 
To be completed by 
HR  
 
Job Reference 
Number   

ReporƟng to:  Career Development Facilitator  
 

Accountable to:  ApprenƟceship & Careers Lead 
 

Pay Band:  B3 
 

 
As part of the Single Corporate Service, this role is a designated site-based role however the post 
holder will be part of the Corporate Service team which provides a service across both Isle of Wight 
NHS Trust and Portsmouth Hospitals University NHS Trust. 
 
Job purpose  
 
The purpose of this role is to provide an efficient responsive administraƟve support across the PHU & 
IWT ApprenƟceship & Careers funcƟons.  
 
Job summary 
 
The post holder will provide effective day-to-day administrative support to the Learning, Education 
and Development Directorate, specifically supporting the Apprenticeship & Careers Team, to enable 
the delivery of trust-wide Apprenticeship and Careers initiatives. 
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Specific Core FuncƟons 

1. Key point of contact for ApprenƟceship and Career-related queries, via telephone, face to 
face and email. 

2. Monitoring and updaƟng apprenƟceship data throughout the organisaƟon, within various 
plaƞorms such as Electronic Staff Records (ESR), the Digital ApprenƟceship System (DAS) and 
other internal databases. 

3. CreaƟng and updaƟng learner files, collaƟng the required documentaƟon as per trust policy, 
ensuring that it is easily accessible. 

4. UpdaƟng and monitoring the internal apprenƟceship database uƟlising provider reports, 
raising any concerns to the ApprenƟceship & Careers Lead. 

5. Raising cohorts to establish apprenƟceship funding via the Digital ApprenƟceship Service 
account. 

6. SupporƟng with the planning and facilitaƟon of events such as NaƟonal ApprenƟceship 
Week, Work Experience, Careers Events, digital and face-to-face drop-in sessions. 

7. Liaising with internal and external stakeholders, via email, aƩending meeƟngs or answering 
queries, to aid the smooth delivery of apprenƟceships, highlighƟng concerns to the 
ApprenƟceship & Careers Lead where appropriate. 

8. SupporƟng with the internal applicaƟon process for apprenƟceships and work experience, 
including the sending and receiving of applicaƟon forms, uploading for review and chasing 
any outstanding informaƟon.  

9. AssisƟng with the onboarding of students, liaising with educaƟon providers to meet required 
deadlines.  

10. Monitoring and assisƟng with queries via shared mailboxes. 
11. AssisƟng with the recruitment of external learners, liaising with internal and external 

stakeholders to arrange interviews. 
12. Preparing materials for engagement sessions such as registers, leaflets and posters. 
13. SupporƟng with updates on SharePoint across both Trusts to ensure informaƟon is keep up 

to date and relevant. 
14. Provide administraƟve support to Learning, EducaƟon and Development personnel within 

the department as required. 
15. Provide support to the ApprenƟceship & Careers Team and EducaƟon AdministraƟon Team 

Leader with co-ordinaƟon and AdministraƟon of courses and programmes for staff and 
students. 

16. Raising requisiƟons and receiving orders through SBS. 
17. Take and produce high quality minutes ensuring that these and associated agendas are 

circulated in a Ɵmely manner. 
18. Create and Maintain SOPs (Standard OperaƟng Procedure) for all the main funcƟons of the 

role, to be stored in centralised electronic files in set format. These should be regularly 
revised to ensure they are up to date and relevant. 

19. To provide cover for the EducaƟon Centre RecepƟon as part of a rota system with other 
members of the department. 

20. Any other tasks as required by the department 
21. Develop as an individual by taking personal learning responsibility. 

 
 
Key ResponsibiliƟes  
CommunicaƟon and Working RelaƟonships 

 The post holder will be providing and receiving rouƟne informaƟon orally to assist in 
undertaking own job. CommunicaƟon is mainly with work colleagues, however, will involve 
external stakeholders including but not limited to apprenƟceship providers and other 
contract providers.  
 

AnalyƟcal and Judgement  
 Judgements involving facts or situaƟons, some of which require analysis.  
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Planning and organising  

 Planning and organisaƟon of straighƞorward tasks, acƟviƟes, or programmes, some of which 
may be ongoing.  

 
PaƟent Client Care  

 Assists paƟents/clients/relaƟves during incidental contacts.  
 
Policy and Service Development  

 The post holder follows policies in own role which are determined by others; no 
responsibility for service development, but may be required to comment on policies, 
procedures, or possible developments.  
 

Financial Management  
 The post holder will observe a personal duty of care in relaƟon to equipment and resources 

used in the course of their work.  
 
Management/Leadership 

 The post holder provides advice or demonstrates own acƟviƟes or workplace rouƟnes to 
new or less experienced employees in own work area. 
 

InformaƟon Resources  
 The post holder will be responsible for data entry, text processing or storage of data 

compiled by others, uƟlising paper, or computer-based data entry systems,  
 The post holder is responsible for taking and transcribing formal minutes,  

 
Research and development  

 Undertakes surveys or audits, as necessary to own work; may occasionally parƟcipate in 
R&D, clinical trials or equipment tesƟng.  

 
Freedom to Act  

 The post holder is guided by standard operaƟng procedures (SOPs), good pracƟce, 
established precedents and understands what results or standards are to be achieved. 
Someone is generally available for reference and work may be checked on a sample/random.  

 
Mental effort  

 There is a frequent requirement for concentraƟon and strong frequent aƩenƟon to detail is 
required. 

 
EmoƟonal Effort 

 Exposure to distressing or emoƟonal circumstances is rare, or occasional indirect exposure to 
distressing or emoƟonal circumstances.  

 
 
Working condiƟons 

 Exposure to unpleasant working condiƟons or hazards is rare.  
 

Person SpecificaƟon  

Criteria EssenƟal Desirable 
 

How criteria will 
be assessed 
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QualificaƟons 
 

 NVQ3 or equivalent 
 Educated to GCSE level (or 

equivalent) 
 or equivalent experience 

 Minute taking 
qualificaƟon 

ApplicaƟon / 
Interview 

Experience  
 

 IT experience, preferably in 
the use of MicrosoŌ Office 
and Oracle (or equivalent 
soŌware) 

 

 Experience in 
minute taking 
for structured 
meeƟngs. 

 Experience in 
working in a 
busy office 
environment 

ApplicaƟon / 
Interview 

Knowledge  
 

 Ability to achieve high level 
of accuracy while ensuring 
deadlines are met 

 Excellent communicaƟon, 
recepƟon, interpersonal 
and organisaƟonal skills  

 Strong customer service 
skills 

 Ability to deal with all levels 
of staff, external 
organisaƟon 
representaƟves, paƟents 
and general public 

 Ability to communicate in 
oral and wriƩen English 

 Ability to take 
minutes and 
generate 
minutes 

 Working 
knowledge of 
clerical 
procedures 

 Ability to 
understand 
and work with 
ordering,  
administraƟve 
and personnel 
processes and 
pracƟces 

 
 

ApplicaƟon / 
Interview 

 
 
Compliance statement to expected organisaƟonal standards.  
 
To comply with all Trust Policies and Procedure, with parƟcular regard to  

• Risk Management   
• Health and Safety  
• ConfidenƟality                       
• Data Quality  
• Freedom of InformaƟon         
• Equality Diversity and Inclusion 
• PromoƟng Dignity at Work by raising concerns about bullying and harassment 
• InformaƟon and Security Management and InformaƟon Governance 
• Counter Fraud and Bribery 

 
The Trust has designated the prevenƟon and control of healthcare associated infecƟon (HCAI) as a 
core paƟent safety issue.  As part of the duty of care to paƟents, all staff are expected to: 
Understand duty to adhere to policies and protocols applicable to infecƟon prevenƟon and control. 
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 Comply with key clinical care policies and protocols for prevenƟon and control of infecƟon at 
all Ɵme; this includes compliance with Trust policies for hand hygiene, standards (universal) 
infecƟon precauƟons and safe handling and disposal of sharps. 

 All staff should be aware of the Trust’s InfecƟon Control policies and other key clinical 
policies relevant to their work and how to access them. 

 All staff will be expected to aƩend prevenƟon and infecƟon control training, teaching and 
updates (inducƟon and mandatory teacher) as appropriate for their area of work, and be 
able to provide evidence of this at appraisal. 

 
 To perform your duƟes to the highest standard with parƟcular regard to effecƟve and 

efficient use of resources, maintaining quality and contribuƟng to improvements. 
 

 Ensure you work towards the Knowledge and Skills Framework (KSF) requirements of this 
post.  KSF is a competency framework that describes the knowledge and skills necessary for 
the post in order to deliver a quality service.   

 
 Your behaviour will demonstrate the values and vision of the Trust by showing you care for 

others, that you act professionally as part of a team and that you will conƟnually seek to 
innovate and improve.  Our vision, values and behaviours have been designed to ensure that 
everyone is clear about expected behaviours and desired ways of working in addiƟon to the 
professional and clinical requirements of their roles. 

 
 Ensure you adhere to and work within local and naƟonal safeguarding children legislaƟon 

and policies including the Children Act 1989 & 2004 , Working Together to Safeguard 
Children  2013, 4LSCB guidance and the IOW Safeguarding Policy.  

 
 Ensure you adhere to and work within the local MulƟagency safeguarding vulnerable adults 

policies and procedures 
 

 Ensure that you comply with the Mental Capacity Act and its Code of PracƟce when working 
with adults who may be unable to make decisions for themselves, 

 

 Ensure that you maintain personal and professional development to meet the changing 
demands of the job, parƟcipate in appropriate training acƟviƟes and encourage and support 
staff development and training. 
 

 Respect the confidenƟality of all maƩers that they may learn relaƟng to their employment 
and other members of staff.  All staff are expected to respect conform to the requirements of 
the Data ProtecƟon Act 1998, including the responsibility to ensure that personal data is 
accurate and kept up to date 

 
 If your employment is to a post that requires you to be registered with a professional body, 

the conƟnuaƟon of your employment is condiƟonal upon you conƟnuing to be registered 
with the appropriate professional body. The Trust will require evidence of current 
registraƟon. 

 
 ProacƟvely, meaningfully and consistently demonstrate the Trust Values in your every day 

pracƟce, decision making and interacƟons with paƟents and colleagues. 
 

 Perform any other duƟes that may be required from Ɵme to Ɵme. 
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This job descripƟon may be altered, from Ɵme to Ɵme, to meet changing needs of the service, and 
will be reviewed in consultaƟon with the post holder. 
 


