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JOB DESCRIPTION

	
	

	
	

	Division:	Economic Growth & Housing
	Post No:  tbc

	
	

	Team: 	Housing Standards
	Location:  Magdalen House

	
	

	Post:	       Apprentice Administration Licensing Support
	

	
	



Responsible to:	Housing Standards Team Manager


JOB PURPOSE

To gain experience general office and administrative duties, the provision of excellent customer care and the promotion of the Council’s Housing Licensing Schemes
MAIN DUTIES

· Provide general administrative support to the Housing Standards Team in relation to Housing Licensing. This will include answering the telephone, photocopying, filing, data input and typing notes/reports on request. 

· Assist in producing reports from specialised ICT systems, after training and under supervision. 

· Data checking and data cleansing. 
 
· Assisting in the promotion of the Housing Licensing Schemes


SPECIAL CONDITIONS (if applicable)
Since confidential information is involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.
GENERAL:

The postholder will be expected to comply, observe and promote the equal opportunities of the Council.

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  
The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.
	

Prepared by:	Clare Taylor	

Designation:	Housing Standards Team Manager

Date		           4 December 2017	

PERSON SPECIFICATION

Post:	           Apprentice  Administration Licensing Support                      Post No. tbc

Department:	Economic Growth & Housing

Team:	Housing Standards


	Personal Attributes Required
	Essential (E) or Desirable (D)
	Method of Assessment

	Qualifications/Training

· Good standard of General Education -
[bookmark: _GoBack]GCSE A*-C Grade/Level 2 or equivalent in English and Maths

· Good keyboard skills

	

E
E

	

AF
AF

	Experience

· Working in an office environment

· Working with full MSOFFICE suite inc. Access, Excel, and Powerpoint

· Using E-mail to disseminate and communicate information

· Using the internet/intranet to research information


	

D

E


E


E
	

AF/I

AF/I


AF


AF/I

	Skills/Knowledge/Aptitudes
· Ability to accurately input information into databases and spreadsheets

· Ability, with training, to use specialist ICT systems to run reports, whilst maintaining strict confidentiality and adhering to data protection 

· Able to manipulate information in databases and spreadsheets and provide summary information

·  Good attention to detail

· Analytical skills

· Able to complete tasks and meet deadlines

· Good communication skills, by telephone, face to face and written

· Ability to organise your own workload and use your initiative

· Ability to help in a wide range of office and site related activities 

· Effective office skills, for example, use of computer, photocopier and fax

· Confidentiality

· Good team player and at ease in a group

· Ability to problem-solve and demonstrate the use of initiative.

	

E


D




D


E

D

E


E


D


D


D


           E

E

E
	

AF/I


AF/I




AF/I


AF/I

AF/I

AF/I


AF/I


AF/I


AF/I


AF/I


AF/I

AF/I

AF/I

	Special Requirements
None
	


	


Note: AF = application form; I = interview
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