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	JOB DESCRIPTION


			
	Job Title:
	Project Administration Apprentice 
	Job Number:
(Official use ONLY)
	

	Department / Service:
	Property & Regeneration 
	Main location:
(i.e. where primarily based)
	Council Offices, Farnborough Road, Farnborough GU14 7JU


	
	Job Purpose:
(i.e. Context & summary of why the role exists)
	· Support the Regeneration and Property & Major Works Programme Office to deliver a range of strategic projects on behalf of the Council.  
· You will work as part of the wider Programme Office structure and will be expected to provide administrative and project support to ensure successful delivery. 
· You will work with Project delivery teams to maintain and develop core project documentation, coordinate meetings and input to project delivery 
· Provide administrative / operational support to the Programme Team as required
· The post holder will be expected to take the initiative to undertake the main duties outlined below with minimum supervision. The post holder will be expected to work collaboratively and as part of the relevant project teams.



	
	Main Duties


	1
	Support Programme and Project delivery working with the Programme Office to undertake administrative tasks and maintain project documentation as required.

	2
	Work with Project Manager’s/ Programme Office to coordinate project delivery, process paperwork, coordinate meetings and supporting team projects / activities..

	3
	Support the team to produce relevant reports, presentations and other materials as required (graphs, PowerPoints, info grams etc) 

	4
	Support Project and Programme Monitoring including attendance at Project meetings and following up on actions with delivery team members.


	6
	Support and implement project management systems and process enhancements and support roll-out across the Council. 

	8
	Liaise with finance to ensure that purchase orders, invoices and ad hoc payments are processed in a timely and accurate manner.  

	9
	Work on cross-cutting projects, initiatives and activities, according to business need, acting as an ambassador for the values of the HR/OD service











	

PERSON SPECIFICATION


		
	
	(E)ssential or (D)esirable

	Minimum of 5 GCSEs A*- C or 9 - 4 (or equivalent) to include Maths and English and a Level 3 qualification which includes A levels, NVQ/SVQ Level 3, or a BTEC National.
	E

	Excellent written and verbal communication skills
	E

	High level of attention to detail
	E

	Demonstrated knowledge and experience of using MS Office Suite of products including Word, Excel and PowerPoint at an intermediate or above level
	E

	Strong organisational and time management skills
	E

	Excellent interpersonal skills, with the ability to build excellent internal and external relationships and work effectively with individuals at all levels
	E

	High integrity ensuring confidentiality at all times 
	E

	Collaborative and problem-solving approach to delivery with very strong communications skills.

	D

	An improvement mindset – looks to try new things, learn from mistakes and welcomes feedback 

	E
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