Job Description

	Job Title

	Business Admin- Apprentice

	Grade

	Apprentice

	Location

	Hub Based (Hemel/ Leeds)  - ability to work remotely

	
	



Role

This is an exciting opportunity for a Business Admin Apprentice to gain hands-on experience supporting the EA Team and CEO office. The role provides exposure to a fast paced, professional environment, where you will contribute to the smooth running of day-to-day activities through a range of administrative tasks such as diary coordination, meeting logistics, document preparation, and expenses processing.
You will develop core business and organisational skills while working closely with experienced Executive Assistants, receiving structured support from the Senior Executive Assistant and Chief of Staff and on the job learning as part of your apprenticeship programme. Alongside your primary focus on the CEO Office, you will also provide administrative support to the wider EA team, building confidence, professionalism, and a strong foundation for a future career in business support. 

Organisational Structure

Responsibilities
· Provide day to day administrative support to the CEO office, ensuring tasks are completed efficiently and to a high standard
· Assist with diary management, including scheduling meetings, coordinating availability, and organising logistics (this may include rooms, virtual links, materials)
· Prepare and format documents, presentations, and meeting packs to a professional standard
· Support the coordination of meetings, including agenda preparation and basic minute-taking where required
· Process expenses and support invoice tracking in line with company procedures
· Maintain accurate and up to date records, contact lists, and shared administrative systems
· Liaise professionally with internal and external stakeholders to support smooth coordination of activities
· Provide administrative support to the wider EA team when CEO Office priorities are complete
· Support general office and team coordination tasks when required, contributing to the smoot running of the EA function.
· Actively develop administrative, organisation, and professionals skills through the apprenticeship programme.

Accountabilities
· Produce work to a high standard, with strong attention to detail and minimal errors across all administrative tasks
· Complete tasks within agreed timeframes and responds promptly to requests, escalating where necessary
· Handle sensitive information with discretion and maintains a professional approach
· Communicate clearly and professionally with stakeholders, providing updates and seeking clarification when required
· Maintain accurate, up to date records, documents and shares resources
· Taking responsibility for assigned tasks, ensuring they are followed through to completion
· Manages workload effectively, balancing competing priorities with support and guidance
· Actively engaging in learning, seeking feedback and demonstrating progress in developing administrative skills







Key Values:

In addition to undertaking the duties as outlined above, the job holder will be expected to fully adhere to the following: 

· Equality and Diversity
To act in accordance with NHS Professionals’ Equality and Diversity Policy - this is designed to prevent discrimination of any kind.
· Health and Safety
Ensure that all duties are carried out in line with NHS Professionals’ Health and Safety Policy.
· Corporate Image
Adopt a professional image at all times.
· Risk Management
Responsibility for reporting complaints, incidents and near misses through the relevant reporting channels.
Responsibility for attending health and safety training as required.
Responsibility for assisting in risk assessments.

· Scheme of Delegation
To comply with the Scheme of Delegation - this requires any employee to declare an interest, direct or in-direct, with contracts involving the organisation.
Note: 

This job description outlines the roles, duties and responsibilities of the post. It is not intended to detail all specific tasks. 
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                                                                                    PERSON SPECIFICATION


	Criteria:
	ESSENTIAL
(When applying for this job it is important you fulfil all these essential requirements.  If you do not you are unlikely to be interviewed)
	HOW IDENTIFIED
A / C / I / P/ R / T
	DESIRABLE
(When applying for this job it is desirable you fulfil these requirements.  However, if you do not you may still apply and may be interviewed)
	HOW IDENTIFIED
A / C / I / P / R / T

	Qualifications and Knowledge:
	 - GCSEs (or equivalent) incl. English & Maths
 - Commitment and willingness to develop new skills through the L3 Business Admin Apprenticeship
	
	 - Interest in Business admin, executive support, or corporate environments
	

	Experience:

	 - Evidence of reliability, teamwork or customer-service mindset from school/ college/ volunteering/ work experience
	
	 - Previous experience in an administrative, customer service or office-based environment (including school, college, or work experience)
	

	Communication and People Skills:
	 - Clear written & verbal communication
 - Professional, discreet, reliable, proactive, calm under pressure eager to learn
 - Ability to work independently and as part of a team
	
	- Comfortable engaging with senior stakeholders (with support)
 - Confidence communicating with a range of range of people (in person, email or phone)
	

	Organisational Skills
	 - Attention to detail
 - Strong organisation skills
 - Ability to follow processes
 - Meet deadlines with supervision
	
	- Experience using action logs or simple minute-taking
	

	Specialist Knowledge and Skills
	 - Basic IT skills (e.g. Microsoft office or equivalent)
	
	- Familiarity with office systems or tools (e.g. Outlook, Teams, Excel)
	

	Physical Skills:

	· Must pass pre-employment health assessment.
	P
	
	

	Equality:

	· Candidates should indicate an acceptance of and commitment to the principles underlying NHSP’s Equality and Diversity and Health and Safety Policies.
	I
	
	



Key:  A = Application Form C = Certificate I = Interview P = Pre-employment health screening   R = References T = Tests/presentation
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