[image: image1.png]23 ARP Comp slip Template.pdf - Adobe Acrobat Pro

Fe Edt View Window Help

KILIRISIp S

open | Raeter |F @ 8 &

ez b©

compliments

[t]astn | X & | (= @

125% |~

arp

theangliarevenuespartnership

827x3%4in 4

Benefits Enquiries

Breckland: 01362 656872
Forest Heath: 0800 163030
East Cambs: 0845 8426000

‘St Edmundsbury 01284 757269
benefitsenquiriesangliarevenues.gov.uk

‘Council Tax Enquiries

Breckland: 01362 656871

Forest Heath: 01842 756567

East Cambs: 0845 0726000

St Edmundsbury 01284 757275
counciltax@angliarevenues gov.uk

Business Rates Enquiries
Breckland: 01362 656871
Forest Heath: 01842 756568
East Cambs: 0845 7023092

'St Edmundsbury 01284 757221
‘nndr@angliarevenues.gov.uk

Brackland House|
St Nicholas Streat
Thatford, Norfok.

P24 18T
wwwangiiarevenues govuk

Tools | Fill &Sign ;| Comment

~ Content Editing

) Eot Tetuimages

Add Text

& AddImage
&) BpotFieto E
More Content

P Addortttink

[P AddBookmark

@ meachoric

Format

7] Outline Text & mages

» Pages

» Interactive Objects

» Forms

» Action Wizard

» Text Recognition

» Protection




[image: image2.jpg]Wayeney




                                                                                                                    

JOB DESCRIPTION

Post No: 
           Apprentice
Job Title:

Apprentice Admin Support  
Grade:  Apprentice
Service Area:  
Revenues & Benefits
    
Team:  Admin Support
Organisation:

Anglia Revenues Partnership

Reports to:

QA & Admin Support Manager


Responsible for: 
None


Main Purpose of Job:

To provide general administrative support for the Revenues and Benefits Section and dealing with the daily incoming documents, processing these into work items on the imaging system (Civica) while undertaking a relevant vocational qualification.
_____________________________________________________________________________
Key Responsibilities:
1. To distribute system generated reports to the teams

2. Envelope all outgoing documentation for the section







 

3. Order stationery for the section











4. Control and record documents produced against mailed documents







5. To provide admin support to Service Manager/Team Leaders as and when directed






6. To scan/index via Civica, all incoming documentation+ for the section


7. Ensure post is opened in line with ‘Post Opening procedures’ 

8. Assist with the recording of all ‘Valuable Items’ and to ensure they are returned same day 

9. All income received is recorded on a daily basis prior to entry to the relevant council’s Cash Receipting














10. To ensure that scanned post is filed daily and stored securely.

11. To deal with the outgoing post for the section.
12. To undertake a relevant qualification, for example NVQ in Administration.

13. To undertake any other appropriate duties as assigned by the QA and Admin Support Manager.
_____________________________________________________________
Note:
This is a description of the job as it is constituted Sept 2015 but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice ARP to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the aim to reach agreement to such reasonable changes with the post holder but if agreement is not possible ARP reserve the right to insist on changes to the Job Description after consultation with the post holder.

PERSON SPECIFICATION

Post No:

Job Title:
Apprentice Admin Support




	
	Essential


	Desirable

	Knowledge and Experience


	.

· Good computer literacy/IT skills.

· Able to successfully communicate  with customers verbally and in writing

	· Experience of Document Imaging systems / or able to understand and use such systems.


	Skills and Abilities:


	· Customer Care skills

· High standard of numeracy and accuracy.

· Good team working skills

· Good written and oral communication skills

· Ability to gather and analyse facts and information.

	· Able to work to strict deadlines

· Able to use Microsoft Office 


	Education and Training 

(including on-the-job training)


	· Minimum of 4 GCSE passes at grade D or above or equivalent to include English and Maths

· A commitment to complete a Level 2 NVQ in Business Administration


	· Must be willing to undergo further training to expand on existing  knowledge



