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City of Wolverhampton Council Level 3 Advanced Apprenticeship
Apprenticeship job title: Level 3 Projects & Change Apprenticeship
Service Area/department: Governance/Projects and Change
Apprenticeship length: 18 Months
Hours: 37
Pay: £25,134 p.a.
Location: Civic centre or any council location within Wolverhampton

	Apprenticeship
Advanced Apprenticeships are one step up from foundation apprenticeships. They are equivalent to two A-level passes and offer more in-depth training and knowledge. The advanced apprenticeship could be a progression for someone who has completed a foundation apprenticeship or has some previous voluntary or paid work experience. It will enable them to develop experience in the workplace and undertake a variety of different tasks.

	Overview
Under the direction of the Project and Resources Manager:

· Provide professional support to the Projects and Change Service

· Assist with the analysis of information relating to the progress of projects and programmes across the organisation

· Support the Programme Office function with a variety of day-to-day activities

· Administer Verto, the Council’s project management system



	1. Assist in providing support for the team in the co-ordination, planning and delivery of projects and programmes across the organisation.
2. With support, proactively ensure members of the team are fully prepared and sufficiently briefed for meetings and other project related activities. 

3. With support, ensure project documentation is up to date and adhere to standards set by the Programme Office.

4. Maintain an understanding of the organisation’s services and support the Projects and Change Service methodology standards. 

5. Support the monthly Programme Office reporting cycle by ensuring quality standards are applied to highlight reports and with support and create statistical information to contribute to reports for senior management.

6. Provide day to day administration of the Verto solution, contributing to development, training material, training and support for the system users.

7. Assist with providing day-to-day high-level administration and support to the team, including assisting with planning and scheduling of meetings, relevant training, staff briefings, board, project and team meetings. Ensuring that necessary equipment or resources are available.
8. With support, ensure that all stakeholders and customers understand the need to comply with the corporate risk and project management framework required to deliver successful projects. 

9. With support, ensure projects and programmes documents and records are kept up to date paying attention to detail including:

a. Inputting, analysing and collating information

b. Preparing documents and material for presentation in a timely manner.

10. With support, provide an efficient and responsive customer service, giving advice and information via the telephone, Teams, email and in person, to internal and external colleagues. Build and maintain relationships to ensure efficient and secure sharing of information, promote services and work with a joined-up approach.
11. Assist in operating and maintaining files and documents within electronic document systems.

12. Be prepared to receive training to assist with raising orders and monitor budgets on behalf of Projects and Change Service.

13. With support, create and design visual aids/presentations on behalf of the team members, in the format requested.

14. With support, show initiative by developing new pieces of work, working autonomously, managing own time and workload, escalating issues to the Programme Manager as appropriate.

15. Contribute fully to the team, articulate ideas, participate in team discussions and keep abreast of current project management and change management practices and ideas. 

16. With support, manage small projects to improve processes within the organisation.

17. Assist with participation in the creation and production of training materials and packages.



	The post holder will be expected to:

To complete all required elements of the agreed apprenticeship training and attend any college or training events as directed.

To act in accordance with the council's Constitution and other Codes of Conduct.

To participate in staff development, appraisal, and training as appropriate, including continuous professional development.

To comply with the council's agreed policies and procedures including but not limited to Health and Safety, and Equal Opportunities Policies, the Data Protection Act, Freedom of Information Act, Financial Management Regulations and other relevant Council and Government Regulations, Directives and City-wide priorities.

To undertake any other tasks, duties, and responsibilities as directed and appropriate to the grade and role of the post subject to any reasonable adjustments under the Disability Discrimination Act 1995 as incorporated into the Equality Act 2010.

To participate in the wider development of the service and contribute to service improvement as required.

City of Wolverhampton Council is committed to Corporate Parenting. “Corporate Parenting is the collective responsibility of the Council to provide the best possible care and protection for children who are looked after.”

	Apprenticeship standard:

It would be useful to review the apprenticeship standard link below, and the knowledge, skills and behaviours that will have to be evidenced during the apprenticeship. 

Business administrator / Skills England


Person Specification L3 Advanced Apprenticeship

	Requirements
	Essential/Desirable
	How identified

	1. Personal skills


	E - Good written and oral communication skills
E - Self-motivated, personal drive and enthusiasm

E - Ability to work as part of a team

E - Flexibility and adaptability

E - Commitment to working in administration 
E - Ability to organise and prioritise workload
	· Application

· Interview



	2. Experience


	D - Previous work experience in a similar role

D - Voluntary work or similar
	· Application

· Interview



	3. Knowledge


	E - Understanding of apprenticeships

E - Skilled in the use of multiple IT packages and systems relevant to the organisation to write letters or emails
	· Application

· Interview



	4.
Special requirements


	E – Genuine interest in working as a Projects and Change apprentice 

E - Willingness to undertake training as necessary.
	· Application

· Testing/Assessment

· Interview



	5.
Qualifications


	E – Minimum GCSE English and mathematics grades at C/4 or equivalent qualification.

D – Certificates relevant to the role/service area
	· Application

· Certificates

· Interview
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