LONDON BOROUGH OF LEWISHAM APPRENTICESHIP SCHEME
Job Description 

	Directorate:
	Community


	Section:


	Waste Services

	Job Title:
	Trainee Admin Assistant


	Grade:


	APYR1

	Contract Duration:
	18 months


___________________________________________________________________________
Main Purpose of the job: 

To provide a full range of administrative support to the Waste Services Team 
Gain work experience, learning and development to increase your ability to achieve future work. 
___________________________________________________________________________
Summary of Main Responsibilities

1.1 To provide administrative support to the Waste Services Team, where needed.

1.2 To organise and set up rooms for meetings and to ensure that everyone who needs to be aware of the arrangements are informed.

1.3 To support the administration of communication to service users and relevant organisations including designing posters and leaflets and organising distribution of these. To review and update communication information when required.

1.4 To assist with scanning, photocopying and deal with incoming and outgoing post
1.5 To help maintain the office photocopiers, telephones, printers and fax machines reporting any defects to supplier.
1.6 To types documents, letters and reports as required.

1.7 To assist with consulting and communicating to disabled children and young person’s groups.

1.8 To learn to organise, plan and deliver own tasks and workload effectively to meet agreed goals and timescales.

1.9 To demonstrate good written and verbal communication skills
1.10 To support with the administration of direct payments.

1.11 To ensure that confidential and business-sensitive information is locked away each evening
1.12 To be competent in the use of IT and data processing systems including Windows Word and Excel computer software packages
1.13 To exchange, process and report information accurately, concisely and in a timely manner.
1.14 To attend training to improve performance and promote professional development.
1.15 To participate in regular Supervision and Performance Appraisals (PES) in order to set objectives and help identify training needs.

1.16 To participate in service and other meetings as required and raise relevant issues.  
1.17 Assist in carrying out the Council's environmental policy within the day to day activities of the post.
1.18 To undertake such duties and responsibilities of a similar level and responsibility as may be required.
1.19 To ensure that services are provided in accordance with the departmental standards and objectives of Quality Assurance with due regard to health and safety requirements
1.20 Work in compliance with equal opportunities and other council and children’s services policies and practices.
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