Apprentice Administrator

Positions: x 1

Wage: Aged 16 - 17 = £9,379.50 Aged 18 — 20 = £13,318.50 Aged 21 — 22 = £17,901.00 Aged 23 and over =
£18,525.00

Working week: Monday - Friday 9am - 5pm (37.5 hours a week)

Apprenticeship duration: 15 Months

Apprenticeship level: Level 3

Location: Westminster

Start date: 27" June 2022

Closing date: 6th May 2022
Link to apply: https://www.hawktraining.com/vacancies/guys-st-thomas-nhs-foundation-trust-westminster-
apprentice-administrator?hsLang=en

This is a fantastic opportunity to learn about the NHS and to work with a high-performing team. It's perfect
for someone interested the areas of staff communications, learning and development, health and wellbeing,
and staff experience. This programme will include 1-1 training, shadowing and training sessions on various
NHS systems and processes / procedures.

You will have the ability to work independently whilst being fully supported in your operational duties by the
team.

Additional specific responsibilities and requirements depending on specialty will be confirmed during the
appointment and induction processes. The duties and responsibilities listed below are representative of the
role and its purpose within the service; they are not exhaustive and the post holder may be required to
undertake additional or alternative administrative or managerial duties and responsibilities commensurate
with the level of the post.

The post holder will have regular contact with a wide range of voluntary and community organisations,
clinical and managerial staff across the health system, directorates and staff at many levels and occasionally
with patients, relatives and external agencies.

Duties and Responsibilities

e Providing full administrative support to project managers

e Completing requisitions for goods and supporting Project Managers with budget positions for
projects (and the Alliance)

e Collecting, researching and coordinating information for project managers

e Diary co-ordination of Alliance management team

e Preparing meeting agendas for meetings including Board project team meetings

e Taking accurate minutes for distribution to attendees

e Preparing project documents for managers and updating project plans

e Updating project risks and issues

e Supporting project communication plans to ensure projects are communicated out to the
organisation

e Supporting induction process for new starters within the Alliance

e To organise and arrange events and workshops

e Regularly updating communications on the Alliance website

e Attend relevant training courses for personal development

e Support (and shadow) in the project management of small initiatives
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Apprenticeship Programme Business Administration Apprenticeship

Level: 3

Duration: 15 months

Course Type: Apprenticeship Standard

Apprenticeship Delivery: Work based qualification. A tutor will visit you every 4-6 weeks in your work place.

Units Covered:
The Apprenticeship programme is made up of different units. Apprentices will be assessed on their
knowledge, skills and behaviours throughout the apprenticeship and tracked online using an e-portfolio.

These are grouped into 3 themes which complement each other and are as follows:

e Core Business & Administration
e Managing Self & Personal Skills
e Using Resources & Achieving Results.

Skills Required:

e Customer Service

e Team Player

e Reliable and committed
e Good attention to detail

Qualifications Required: GCSE’s A-C in math and English or equivalent (must hold evidence of having
achieved these)

Personal Qualities:

e Excellent communication skills

e Ability to plan, prioritise and schedule work using own initiative to meet deadlines and organise
work accordingly

e Ability to multitask e.g. using different systems, dealing with the public and data entry

e [T skills - experience of using Microsoft Word, Excel and Outlook proficiently

e Competent and accurate data entry and ability to file accurately,

e Ability to develop good working relationships with colleagues at all levels

¢ Understanding of confidentiality and its application and maintenance in and out of the workplace

Please do share within your network.

Thank you and have a great day!

Natalie Henderson

ET&D Apprenticeship Advisor - Workforce Development
Education, Training & Development

Guy’s & St. Thomas’ NHS Foundation Trust

2" Floor, Education Centre, 75 York Road, London, SE1 7NY

Mobile, 07783 887 429



Email, Natalie.Henderson2@gstt.nhs.uk

Learn more about apprenticeships - http://gti/services/traindevt/apprenticeships/apprenticeships.aspx
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Improving Care through Learning and Innovation

Our values: Put patients first | Take pride in what we do | Respect others | Strive to be the best | Act
with Integrity

The information contained in this message and or attachments is intended only for the person or entity to
which it is addressed and may contain confidential and/or privileged material.

Unless otherwise specified, the opinions expressed herein do not necessarily represent those of Guy's and St
Thomas' NHS Foundation Trust or any of its subsidiaries.

The information contained in this e-mail may be subject to public disclosure under the Freedom of Information
Act 2000. Unless the information is legally exempt from disclosure, the confidentiality of this e-mail and any
replies cannot be guaranteed.

Any review, retransmission,dissemination or other use of, or taking of any action in reliance upon, this
information by persons or entities other than the intended recipient is prohibited. If you received this in error,
please contact the sender and delete the material from any system and destroy any copies.

We make every effort to keep our network free from viruses. However, it is your responsibility to ensure that
this e-mail and any attachments are free of viruses as we can take no responsibility for any computer virus
which might be transferred by way of this e-mail.

This email and any attachments to it are intended solely for the individual to whom it is addressed. It may
contain sensitive or confidential material and should be handled accordingly. However, it is recognised that,
as an intended recipient of this email, you may wish to share it with those who have a legitimate interest in
the contents.

If you have received this email in error and you are not the intended recipient you must not disclose,
distribute, copy or print any of the information contained or attached within it, all copies must be deleted
from your system. Please notify the sender immediately.

Whilst we take reasonable steps to identify software viruses, any attachments to this email may contain
viruses which our anti-virus software has failed to identify. No liability can be accepted, and you should

therefore carry out your own anti-virus checks before opening any documents.

Please note: Information contained in this e-mail may be subject to public disclosure under the Freedom of
Information Act 2000 or the Environmental Information Regulations 2004.

This message has been scanned by Exchange Online Protection.
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