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Business Support Apprentice
(Fixed Term Contract)

We are looking for a business / administration support apprentice to join our team for 30 hours per week over 4 days, based at the Head Office of York Childcare. The role will involve working closely with the HR Manager and Director of Operations, learning all aspects of business administration through on the job training whilst completing an apprenticeship with our recognised learning provider.

General duties will include but are not limited to :
· Assisting with end to end recruitment, including preparing and advertise job vacancies, monitoring the recruitment email inbox, shortlist applications and arrange interviews

· Creating and maintaining electronic and paper staff personnel files

· Minute taking and typing up minutes from meetings

· Maintain databases

· Filing and archiving

· Assist with document preparation

· Management Board Administration – circulating Agendas, approval of minutes, circulating amended Policies and Procedures.

· Assist the DoO with diary management

· Assist the DoO with meeting preparation

· Reception duties

· Assist with photocopying when required

· Assist with filing when required

· Hospitality & housekeeping

· Identification of office stationery requirements
Person Specification:

· Well motivated, good communication skills and timekeeping.

· Friendly and approachable with the ability to use own initiative as well as working to instructions.
· Common sense and good organisational skills including the ability to prioritise workload

· Good IT skills

· Confidentiality

· Some knowledge of Microsoft Office 365

· Desire to learn and develop new skills
Post-holders will be required to complete an enhanced DBS check and employment will be subject to the receipt of 2 satisfactory references.
Salary for this position will be £8580.00 per annum.
To request an application form please email  recruitment@yorkchildcare.co.uk  
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