
Our innovative and growing company is looking for an apprentice. To join our
growing team, please review the list of responsibilities and qualifications.

Responsibilities for apprentice

To gain an understanding of all areas of the HR and L&D functions through on
the job learning, shadowing and by completing the CIPD Level 3 certificate in
HR Practice
Jointly with HR colleagues assist in the delivery and smooth operation of a
comprehensive advice and administration service to the satisfaction of
internal customers and in compliance with legal requirements
Jointly with HR colleagues accurately process over 650 transactions per
month, ensuring that they are completed within the required time-scales set
by legislation, Payroll, the Company and HR
Process incoming correspondence (phone, email, fax, post) appropriately to
ensure that it is received by the appropriate person or actioned in a timely
manner and ensure that outgoing post is processed within the required time-
scales
Administer employees’ terms and conditions of employment from point of
recruitment to leaving the business, ensuring that all correspondence
generated is accurate, completed to a high standard of accuracy and that the
electronic filing of the documentation is in compliance with department
procedures
Accurately maintain the department’s paperless document management
system so that comprehensive records are maintained and documents can be
easily retrieved when required
Effectively utilise the Microsoft office software, HRIS and other internal
computerised systems to produce accurate work/reports of high quality in
the most efficient manner and to ensure that daily/weekly reporting is
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Escalate or refer complex HR issues and cases and any associated documents
to competent colleagues to ensure that they are effectively addressed
Liaise with other business departments, Payroll to ensure that queries and
questions are speedily and accurately addressed
Working with HR colleagues, maintain the background information on the HR
system relating to depots and role hierarchy

Qualifications for apprentice

Ethical Decision Making – Adheres to ethical standards of personal conduct
and business rules when making decisions and executing tasks
Customer-centric – Ensures concerns and priorities of customer are
understood and addressed
Rapport Building – Builds and nurtures positive and productive internal and
external relationships to facilitate customer satisfaction, personal
effectiveness, and productive collaboration with others
Internal Systems Fluency – Understands the contributions that internal
software and support systems make to optimizing productivity and actively
incorporates technology into work process
Sales Process Acumen– Demonstrates a solid understanding of the company’s
selling process and aligns personal activities to the prescribed roles and
responsibilities in the selling process
Product/Technology Acumen –Demonstrates a solid understanding of the
company’s products and the problems they solve relative to IT management
technology


