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[bookmark: _Hlk77147316][bookmark: _Hlk73020969]You will provide a high level of administrative support that contributes to the Exec Support Team delivering an efficient and effective service in a fast paced environment.  
									
What are my key responsibilities?

Act as the initial point of contact for colleagues, customers, partners and the general public, fostering good relations.

Ensure accurate file management, reporting and accounts of information using whg’s IT systems and databases.

Support the team with all administrative activities in an accurate and timely manner.  This will include, but is not limited to, booking and managing conferences and events, travel and accommodation, meeting management and raising and concluding purchase orders.

Assist in reviewing working practices on a regular basis ensuring continuous improvement and a high level of service to our customers.

Work in accordance with whg policies and procedures.

Act at all times in the interests of whg and its customers.

Actively promote and demonstrate whg’s values.
									

Business Administration Apprentice (Exec Support)

Relationships

You will report to the Executive Assistant but work closely with the Exec Support team as well as senior colleagues across the organisation. 
You are required to support and engage with all parts of the organisation, working across teams and at various levels.
									
Role Requirements: 

There are certain qualifications and experience that we are looking for to operate effectively as an Apprentice (Exec Support), specifically:

· A Grade 4 or above in Maths and English (Level 2 / GCSE grade C or above, or equivalent).
· A commitment to undertaking a Level 3 qualification in Business Administration.
· Excellent written and verbal communication skills. 
· A positive attitude that demonstrates you are self-motivating and accountable.
· The ability to work productively and to achieve high standards of customer service whilst meeting deadlines.
· The ability to use own initiative, managing own time and priorities.
· The aptitude to be flexible and responsive to allow a wide range of skills to be developed during the apprenticeship.
· Good IT skills which include the ability to confidently use all Microsoft Office applications and confidently input, interpret and analyse data adhering to deadlines and targets.
· The ability to work collaboratively with internal colleagues and external organisations/agencies to ensure that individual customer needs are met.
· The ability to coordinate and process requests thoroughly examining information that requires attention to detail in accordance with related policy, procedures and timescales.
· The confidence to challenge current ways of working and make recommendations for improvement.
· Good attention to detail.

You will have a confident and positive approach with the ability to remain calm under pressure and deal with difficult situations in an effective, professional and respectful manner. You will also be self-motivated and accountable with the ability to work across teams.
You will be able to use your own initiative and manage a busy and varied workload, whilst taking responsibility for your own personal and professional development.
									
whg’s values and behaviours
[bookmark: _Hlk70003689]
[bookmark: _Hlk70003710]Our People Strategy is underpinned by our values and behaviours that we expect all colleagues to display. 
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Please note that this job description is not part of a Contract of Employment nor can it be exhaustive.  It is a guide to the tasks and responsibilities envisaged for the post and, as such, will change and evolve to reflect the changing needs of whg.
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Trustworthy
You can rely on us. We are honest
in everything we do

Accountable

‘Taking responsibily for our actions.
and owning the delivery of our
promises.

Excellent

Stiving to be the best and
delivering the best outcomes for
customers and the organisation.

Valuing people and treating
everyone with empathy and
faimess.

Collaborative
Achieving great things by working
together.
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