Job Description

	Job Title

	Market Engagement Business Administration Apprentice

	Grade

	Apprentice

	Location

	Hub Based (Leeds) – ability to work remotely, with occasional travel to meetings or NHSP hubs where required

	
	



Role

This is an exciting opportunity for a Business Administration Apprentice to gain hands-on experience supporting the Market Engagement team at NHS Professionals. The team plays a key role in enabling growth, protecting and developing client relationships, strengthening stakeholder engagement, improving market intelligence, and supporting the successful movement of opportunities from early insight through to pipeline, proposal, approval, implementation and ongoing account development.
The role will provide administrative and coordination support across a fast-paced, commercially focused team working with Regional Workforce Service Directors, Bids, Finance, Implementation, Marketing, Doctors Direct, Solutions and senior stakeholders. The apprentice will help the team operate effectively by supporting meeting coordination, CRM data quality, stakeholder records, briefing papers, market intelligence activity, action tracking, document preparation and the smooth running of shared team processes.
You will develop core business administration, communication, organisation, digital, AI-enabled productivity and professional skills while working closely with experienced colleagues across Market Engagement. The role will combine structured learning as part of the Level 3 Business Administration Apprenticeship with practical on-the-job experience, enhanced by responsible use of Microsoft Copilot and approved AI tools. This will help build a strong foundation for a future career in business support, commercial operations, stakeholder engagement, market intelligence, AI-enabled administration or wider NHS workforce services.
Market Engagement Organisational Structure

Responsibilities
· Provide day-to-day administrative and coordination support to the Market Engagement team, ensuring tasks are completed accurately, professionally and within agreed timescales.
· Support diary coordination and meeting logistics for team meetings, regional pipeline reviews, stakeholder engagement sessions, market review meetings and internal working groups.
· Prepare, format and maintain professional documents, slide packs, meeting notes, trackers, briefing papers and action logs in line with NHSP standards.
· Support the coordination of Market Engagement meetings by preparing agendas, gathering pre-reading, recording actions, tracking owners and following up agreed next steps.
· Help maintain accurate CRM and shared records relating to meetings, stakeholder engagement, opportunities, actions and pipeline activity, escalating missing or inconsistent information where appropriate.
· Support CRM data quality by checking that agreed updates, meeting records, next steps and tasks are captured clearly and within expected timescales.
· Assist with the preparation of stakeholder briefing papers, including gathering information from Trust websites, board papers, public sources, internal notes and agreed templates.
· Support market intelligence activity by helping to collate and organise information on Trusts, ICBs, competitors, procurement activity, workforce priorities, executive stakeholders and regional market developments.
· Help maintain stakeholder contact lists, engagement trackers, regional folders and shared team resources so that information is easy to find, current and consistently stored.
· Support FOI, desktop research and information-gathering exercises by helping to collate responses, organise data and present findings clearly.
· Assist with preparation for regional and national engagement activity, including meeting packs, background notes, stakeholder summaries and follow-up actions.
· Support the team’s reporting rhythm by helping to update trackers, collate inputs and prepare information for pipeline, stakeholder engagement, market intelligence and governance reporting.
· Work professionally with internal colleagues across Commercial, Bids, Finance, Implementation, Marketing, Doctors Direct, Solutions, Executive Support and other teams where coordination is required.
· Provide flexible administrative support to Market Engagement priorities, recognising that team focus may shift between pipeline, bids, stakeholder engagement, market intelligence, CRM development and urgent business needs.
· Use Microsoft Copilot and approved AI tools, where appropriate and in line with NHSP policies, to support drafting, summarising, meeting preparation, action tracking, research collation, document formatting and administrative productivity.
· Actively develop administrative, organisational, communication, digital and professional skills through the apprenticeship programme and on-the-job learning.

Accountabilities
· Produce accurate, well-organised and professional work, with strong attention to detail across documents, trackers, CRM updates, meeting records and shared resources.
· Complete assigned tasks within agreed timescales, providing progress updates and escalating risks, delays or unclear requirements at the earliest opportunity.
· Maintain confidentiality and discretion when handling sensitive commercial, stakeholder, client, colleague or pipeline information.
· Communicate clearly and professionally with internal and external stakeholders, seeking clarification where required and keeping colleagues informed.
· Maintain accurate and up-to-date records, helping the team rely on shared information as a consistent source of truth.
· Follow agreed processes for document storage, CRM updates, action tracking, meeting coordination and data handling.
· Support improved team efficiency by helping reduce avoidable administration, duplication and manual follow-up for Market Engagement colleagues.
· Contribute to high-quality stakeholder engagement by ensuring background information, meeting notes, actions and follow-ups are prepared and recorded effectively.
· Help protect time for proactive market engagement and new business activity by supporting the administrative processes that enable the team to focus on high-value external engagement.
· Take responsibility for assigned tasks from start to completion, asking for support where needed and demonstrating a proactive approach to learning.
· Demonstrate progress in business administration skills, digital confidence, commercial awareness and understanding of NHSP’s Market Engagement priorities.
· Use AI-enabled ways of working responsibly, recognising the importance of accuracy, confidentiality, human review, information governance and professional judgement when using Microsoft Copilot or other approved tools.







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, including Microsoft Office or equivalent, with willingness to develop confidence using Outlook, Teams, Excel, Word, PowerPoint, Microsoft Copilot and approved AI tools responsibly to improve productivity, quality, organisation and insight generation.
	
	- Familiarity with office systems or tools, such as Outlook, Teams, Excel or SharePoint, and an interest in using Microsoft Copilot, CRM, Power BI, market intelligence, research, data organisation or reporting to support effective business administration.
	

	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



Director of Market engagement


Market Engagement Business Admin Apprentice


Regional Market Engagement Lead


Regional Market Engagement Lead


Regional Market Engagement Lead


	
	
	



image1.png
ooooooooooooo




