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JOB DESCRIPTION AND PERSON SPECIFICATION


	Job Title
	Business Administration Apprentice (Level 3)

	Reports to
	Practical Services Manager 

	Responsible for
	N/A 

	Department
	Practical Services 

	Tenure
	Fixed term (until 31.03.2028) with the possibility of a permanent position in our Practical Services Department thereafter

	Hours
	Full time, 35 hours per week

	Salary
	Apprenticeship rate: £20,000 increasing to Real Living Wage after 12 months
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About Cwm Taf Care & Repair  

Care & Repair is the older persons champion in Wales and actively works to ensure that all older people have homes that are safe, secure and appropriate to their needs. Cwm Taf Care & Repair is a not-for-profit organisation that is a wholly owned subsidiary of Cynon Taf Community Housing Group. The agency is funded by Welsh Government, Rhondda Cynon Taf County Borough Council, Merthyr Tydfil County Borough Council and Cwm Taf University Health Board. Our role is to provide a free support and advice service for older and disabled people that assists the client’s choice to remain living in their home. A client led, individually tailored package of support will be identified and delivered by an experienced team of Case Officers, Technical Officers with the aim of ensuring clients remain in their own homes with greater independence, warmth, security and safety.

Main Purpose of the Role

· To support the Practical Services team by providing effective and efficient administrative assistance while undertaking a Level 3 Business Administration Apprenticeship. 
· The post holder will develop practical workplace skills, knowledge and behaviours through structured training and on-the-job learning.

Key Responsibilities

Under supervision and with training, the apprentice will:

· Provide general administrative support to the agency, including reception duties and responding to enquiries.
· Assist with maintaining accurate records, both electronically and in paper files, in line with GDPR and data retention policies.
· Support the updating of databases and spreadsheets to ensure information is recorded accurately and on time.
· Assist with booking appointments, managing diaries and arranging services for clients.
· Communicate professionally with clients, contractors and partner organisations by phone, email and in person.
· Support service delivery projects such as Practical Services Small Works Schemes
· Learn and use Microsoft Office systems (SharePoint, Word, Excel, Outlook, Teams).

· Attend all apprenticeship training sessions, reviews and assessments as required.
· Take responsibility for own learning and development, seeking feedback and support when needed.
· Comply with organisational policies including health & safety, equality and confidentiality.

Key Measures of Performance
· To ensure the referrals inbox is checked twice daily 
· To ensure referrals are dealt with promptly after receipt - 1-3 working days
· To ensure referrals are dealt with in line with hospital discharge dates 
· To ensure that works are completed within 15 working days and completed works forms or invoices are received 
· To ensure that all clients who have received works from us receive a customer satisfaction telephone call when closing the job down and this is recorded appropriately.
· To ensure that processes for all service areas are adhered to. i.e. Rapid Response Adaptations Programme, Enable, Intermediate Care Funding, Target Hardening Services etc
· Ensuring all information is recorded timely and accurately on CRG/Xero and spreadsheets to allow Senior Officers to report.
· To ensure monthly work outstanding reports are dealt with swiftly to ensure no delays
· To attend bimonthly / quarterly team meetings
· To attend 4 support meetings per year
· To attend local and national meetings, where requested 
· To attend national & local training as requested 
· To remove computerised and paper files on a yearly basis in line with the agency Data Retention policy.
· To ensure the Advice & Quality Standards manual is adhered to 
· To endeavour to resolve clients concerns informally and swiftly in line with the agency complaints policy.
· To ensure any delays relating to contractor performance that will impact on client services is fed back to Management 
· To attend events and networking at the request of Management or partners (these will be allocated based on caseload activity)
· Maintaining accurate records of all client interactions, adhering to professionalism, commercial confidentiality and GDPR. 
· To ensure that all relevant referrals are completed in line with Welsh government and local requirements including equality information
Key Capabilities     
· A willingness to learn and develop new skills
· Good communication skills
· Ability to work as part of a team
· Reliable, organised and punctual
· Commitment to equality, diversity and customer care
Person Specification  

All our staff are expected to commit to and exhibit values, attitudes and behaviours that contribute positively to our vision and mission and the values set out in our organisational Values (see Annex 1).   
Apprenticeship Training
The post holder will work towards a Level 3 Business Administration Apprenticeship, including:
· On the-job training
· Portfolio building
· Essential Skills (if required)
Technical Abilities  
· Basic literacy and numeracy skills
· Basic IT skills or willingness to learn

Desirable
It would also be beneficial for the post holder to; 
· Have an understanding and practical experience of Equality and Diversity, Agile Working, Culture Change, Change Management and Modern Working practices.
· Ability to speak and write Welsh  
· GCSEs (or equivalent) in English and Maths
· An interest in administration, customer service or office work

	Signed by 
	 
	Employee 

	Signed by
	 
	Manager 

	Date 
	 
	 

	Review date 
	 
	 



Notes to line managers

1. The job description should be reviewed every 12 months with the employee and re-signed. 
2. If the job responsibilities/role changes significantly within the 12-month period, this document needs to be re-issued and re-signed by both parties. 
3. A copy of the job description should be returned to the People & Culture to place on the employee's file.
Annex 1  
 
Mission

Support Independence: Provide leadership, expertise, and resources to ensure older people can live in safe, warm, and accessible homes.

Targeted Assistance: Work face-to-face with people over 60 (including private renters) to provide necessary home adaptations and repairs.


Advocacy: Act as a voice for older people to improve their living conditions and reduce health inequalities.
 
Vision
A Wales where all older people can live independently in warm, safe, and accessible homes
 
Values

Person-Centred: Empathy and understanding of each individual’s unique circumstances.

Empowerment: Giving clients voice, choice, and control to achieve their goals.

Equity: Ensuring equal access to services, with a commitment to being a bilingual organisation.

Integrity: Delivering on promises, being accountable, and respecting all cultures.
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