BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION

	JOB TITLE:
	Apprentice Team Administrator

	
	

	REPORTS TO:
	Blue Badge and Concessionary Travel Manager


	
	

	DEPARTMENT:
	City Transport


	
	

	SECTION:
	Parking Services 


__________________________________________________________________

PURPOSE OF JOB
To work as part of a team within Transport, contributing to and supporting the Blue Badge & Concessionary Travel Team at Hove Town Hall in their customer service functions.
To deliver excellent customer service and support the audit requirements of the team.
To undertake the Business Administration Level 3 qualification and Functional Skills (if required) 
PRINCIPAL ACCOUNTABILITIES
1. Learn to issue Blue Badges and Bus Passes in accordance with the regulations and guidance of the schemes, and account for all monies received.
2. Learn to contribute to the services and processes in place within the office environment for Blue Badge & Concessionary Travel. Dealing with multiple daily tasks and routine processes and tasks.

3. Learn to advise and educate the public on the guidance in accordance with the regulations and government guidance of the schemes.

4. Learn how to interpret and apply guidance to Blue Badge and Bus Pass guidance through the Department of Transport Guidance. 
5. Apply guidance and consistency when learning how to  process applications for Blue Badge and Concessionary Travel whether it  be over the telephone, face to face, post or emails..
6.  Learn how to and carry out all administration in connection with the Blue Badge and Concessionary Travel Schemes. 

7. Learn to receive payments for Blue Badge applications and lost Bus Passes and issue receipts as necessary. 
8. Learn how to respond to verbal and written enquiries and produce information regarding Blue Badge & Bus Passes, ensuring customer satisfaction and an understanding go the customer journey.

9. Understand how to deal tactfully with all telephone enquiries or personal calls from members of the public, other officers, contractor staff and elected members and process these in accordance with the set procedures.

10. To advise the Supervisor of any work which cannot be completed or resolved within set deadlines.

11. To learn and be able to manage vulnerable members of our community being proactively aware about the processes around confidentiality of information and data.  
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.

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:
	Apprentice Team Administrator

	
	

	REPORTS TO:
	Blue Badge and Concessionary Travel Manager

	
	

	DEPARTMENT:
	City Transport

	
	

	SECTION:
	Parking Services


	
	ESSENTIAL CRITERIA


	Job Related Education, Qualifications and Knowledge
	· Demonstrate a knowledge of the use of IT, including spreadsheets, databases, email and web-enabled systems
· Word processing experience (preferably Microsoft Windows)
· Experience/ willing and able to gain experience of maintaining a data base and spreadsheets
· Experience of/willing and able to gain experience in general office tasks such as filing, maintaining a message book, acting as a receptionist.


	Skills/Abilities


	· Able to participate effectively within a team environment.

· Able 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 office systems and procedures, prioritising and co-ordinating a wide variety of tasks within a team environment and meeting specific deadlines.

· Ability to work methodically, and with a high level of accuracy, paying great attention to detail.


· Ability to be a good team player, to work flexibly within a team, supporting colleagues and to adjust to changing priorities. 
· Ability to relate well to the general public.
· Good communication skills with the ability to be proactive within a constantly changing environment.
· Ability to use Information Technology and software programmes.



	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. 
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