

	Competency Based Job Profile Band 5-8 (June 2019)



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Corporate Resources
	SERVICE GROUP: Legal and Democratic Services

	POST TITLE: Apprentice Business Administrator (Committee Secretariat)


Band 7
	REPORTS TO: Governance, Scrutiny and Members’ Support Manager

	GRADE: % of Band 7
Age 16/17 - Year 1 – 55% pa

                  - Year 2 – 85% pa
Age 18 +   - Year 1 – 80% pa

                  - Year 2 – 95% pa

	SAP POSITION NUMBER: 
11004492


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 
	Key Purpose of Post:

	To undertake an apprenticeship scheme within the Department of Corporate Resources for which the main purpose of the role is to:
1)  Support the Council’s democratic decision making arrangements.
2)  Deliver School Admission Appeals in accordance with the statutory Code.
3)  Enhance and improve the service’s electronic delivery of the Council’s democratic arrangements 
The apprentice will follow a programme of training relating to the role and achieve the appropriate 
skills, competencies and qualifications of the role by the end of the training programme.


	Main Responsibilities of Post:

	The apprentice will work towards achieving the relevant skills, competencies and qualifications in order to be able to:
1) Compile and publish agenda papers both electronically and paper based in accordance with the relevant legislation and the Council’s Constitution governing the delivery of meetings in the Council’s democratic decision making structure in accordance with administrative best practice.
2) Attend committee/panel meetings and take notes to be able to record decisions and produce minutes.
3) Compile the Council’s statutory Forward Plan in accordance with the requirements of the Local Authorities (Executive Arrangements) regulations 2012 engaging with the offices of the Strategic Directors to ensure compliance.
4) Identify IT solutions to resolve business issues for the service; develop improved systems for updating and reviewing storage and processing of data relating to the school admission appeals; identify how social media can be utilised for services; be the service’s lead on liaising with modern.gov on the electronic delivery of the democratic arrangements and provide coaching and guidance for other officers in the service using the systems; and be the service’s lead on liaising with the webcasting provider dealing with problem solving and operating the webcasting devices.
5) Maintain the Councillors database that feeds into the Council’s website and ensure that the Councillor information is accurate and up to date. Publish and maintain any other information relating to the democratic decision making arrangements on the Council’s website.
6) Undertake the administration of the school admission appeals in accordance with the statutory procedures laid down in the School Admission Appeals Code ensuring that meetings of the panel are arranged in accordance with the laid down timescales, the necessary paperwork is supplied to the panel and liaison undertaken with appellants. Ensures that there is administrative best practice becoming a coach supporting other clerks. Assisting with invoicing schools and updating the financial record relating to panel member expenses and vouchers.
7) Act as Clerk to the School Admission Appeals Panel ensuring that the procedure at meetings of the Panel is adhered to, an accurate note is taken of the proceedings, decision recorded and decision letter sent to the parent/carer.
8) Deliver outcomes through undertaking research, gathering evidence and drafting conclusions and developing recommendations for scrutiny reviews in accordance with the Statutory Guidance on Overview and Scrutiny in Local and Combined Authorities.
9) Maintain the Councillors’ Register of Interests; the Councillors’ Gifts and Hospitality Register and the Register of Interests for all Parish and Town Council Councillors as required by the Localism Act 2011 and the Local Authorities (Model Code of Conduct) (England) Order 2001.
10) Undertake the administration of the Council’s appointments to Outside Bodies ensuring that there are effective liaison arrangements in place between the Council and the organisations.
11) Process petitions in accordance with the Council’s petitions scheme approved by full Council undertaking the necessary liaison and actions with the appropriate Councillors and Strategic Director offices and supporting petitioners through the process.
12) Makes recommendations to management to ensure continuous improvement to the services provided and propose solutions to working practices.
13) Communicate effectively with the service’s customers including Councillors, Officers and the public.
14) Any other functions relating to the delivery of the Council’s democratic decision making arrangements as allocated by the Governance, Scrutiny and Members’ Support Manager.


	Structure:



	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	

	Due to the Government’s Fluency in English for posts where employees speak directly to members of the public the postholder is required to meet the advanced threshold level which will be applied where the postholder requires a greater level of sensitive interaction with the public. 
You must be able to demonstrate that you can express yourself fluently and spontaneously (this will also be tested during the interview).

	X

	Able to use a range of  IT packages (Outlook, Word, Excel) to maintain and update information systems accurately.

	X

	Able to use, interpret, handle and communicate information, often complex and detailed information, and relay it in writing and /or over the telephone / face to face.

	X

	Has respected confidential information and not disclosed it

inappropriately to others.  Awareness of data protection and data security protocols.

	X

	Ability to adopt a process of continual improvement and suggest ways of working more efficiently and effectively.

	X

	Legislation relating to local authority meetings.

	

	Governance arrangements in local government.

	

	How to support and record decision making meetings.

	

	Roles and responsibilities of members and officers in local government.

	

	Relevant experience requirement: Will be used for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet either the lower threshold or advanced threshold level outlined under special knowledge above.  


	GCSE Maths and English at grades A-C/4-9 or able to demonstrate good literacy and numeracy through assessment process.


	Through education, employment or volunteering demonstrate experience working with people, team working and working to deadlines.


	Core Employee competencies to be used at the interview stage


	Carries Out Performance Management


	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 


	Communicates Effectively 


	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.


	Carries Out Effective Decision Making 


	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.


	Undertakes Structured Problem Solving Activity 


	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.


	Operates with Dignity and Respect 



	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 


	Working Conditions: 

 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 
 

	Special Conditions: 


	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.
To meet the apprenticeship funding requirements, you must be entitled to work in the UK and have been a resident for 3 years.

Please note that if a candidate possesses a qualification at the same level or at a higher level in the same specific subject area as the advertised apprenticeship the candidate would not be eligible for apprenticeship funding and therefore must not apply. If unsure please enquire. 

The apprentice will follow a programme of training relating to the role and achieve the appropriate skills, competencies and qualifications of the role by the end of the training programme.

As part of the apprenticeship, the apprentice will train to Business Administration Level 3.


	Compiled by: 

Adrian Tumber
Date: 19/12/19


	Grade Assessment Date: 
12/02/20
	Post Grade: Band 7




Interim Director of Legal and Governance





Governance, Scrutiny and Members Support Manager





Overview and Scrutiny Leads





Members Support





Committee Secretariat


Apprentice Business Administration x 2








