BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION

	JOB TITLE:
	Public Transport Admin Apprentice

	
	

	REPORTS TO:
	Public Transport Officer 

	
	

	DEPARTMENT:
	City Transport

	
	

	SECTION:
	Transport Projects & Engineering – Public Transport


__________________________________________________________________

PURPOSE OF JOB
To provide efficient and effective administrative support within the Team/Service
To undertake the Business Administration Level 3 and Functional Skills (if required) 
PRINCIPAL ACCOUNTABILITIES
1. Learn to provide administrative support to the Team Manager and the wider team.
2. Learn about the city’s local transport network, how is it planned, promoted, maintained and developed.
3. Learn to develop professional relationships with internal and external customers and communicate effectively through written correspondence, telephone or in person.
4. To liaise with all internal and external stakeholders on a daily basis and to deal appropriately with requests for information and take the necessary action.

5. To learn to assemble, collate and analyse information required for the purpose of monitoring transport services

6. To contribute to the preparation and delivery of any project work appropriate to the team and service including learning to produce and deliver presentations.
7. Learn to arrange meetings, take the minutes, and carry out the necessary follow-up work.

8. Learn to update and maintain electronic and web based bulletins, resources and information available through the council websites and other media. 
9. Learn to set up, maintain and update paper based and electronic filing systems and enter data onto the team databases.  
10. Learn to receive, check and process invoices and to update financial records accordingly.

11. To photocopy documents, deal with incoming and outgoing post, including arranging distribution of materials, make telephone calls, and arrange appointments in diaries.
12. Actively engage and participate in the learning journey and adopt a reflective approach
Equalities

To uphold and carry out the duties of the post with due regard to the City Council’s Inclusive Council Policy.

Health & Safety

You must be prepared to be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety of such employees and areas of the workplace as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility.

Functional Skills

It is a requirement for all apprentices to have achieved English and Maths at the relevant level for the apprenticeship.  If this has not been achieved or cannot be evidenced, the apprentice will be expected to work towards Functional skills in these areas during the apprenticeship.

General

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

PERSON SPECIFICATION

	JOB TITLE:
	Public Transport Admin Apprentice

	
	

	REPORTS TO:
	Principal Transport Planner 

	
	

	DEPARTMENT:
	Transport

	
	

	SECTION:
	Transport Projects – Public Transport


	
	ESSENTIAL CRITERIA

	Job Related Education, Qualifications and Knowledge
	· Word processing experience (preferably Microsoft Windows)
& ability to use multiple IT packages and systems and to maintain & update data bases.
· Experience in administrative tasks such as storing electronic documents, maintaining records & handling confidential information.
· Experience in problem solving
· Experience in working in a team environment working both collaboratively and on their own initiative, demonstrating an ability to influence and challenge appropriately


	Skills/Abilities


	· Participate effectively within a team environment.

· Demonstrate a flexible approach to duties and work on own initiative.

· Excellent literacy and numeracy skills with an ability to work accurately and pay attention to detail.

· Ability to keep information confidential and to work in a data sensitive environment, under the guidance of managers.
· Good organisational skills and the ability to maintain systems and procedures, prioritising and co-ordinating a wide variety of tasks and meeting specific deadlines.

· Good communication skills with the ability to be proactive within a constantly changing environment.


	Equalities 
	· Ability to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy. 
· Understanding of the importance of accessible transport 


	Other Requirements
	· Familiarity with and enthusiasm for public and other forms of sustainable transport.

· Ability to understand bus and train timetables.

· Local geographic knowledge would be an advantage
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