	RENFREWSHIRE COUNCIL
VARIOUS SERVICES
JOB OUTLINE


	POST TITLE:
	MODERN APPRENTICE
	POST ID:

	

	GRADE:

	GRB/C
	LOCATION:

	VARIOUS


	    PRINCIPAL ROLE:

	To contribute to the services’ improvement plan while acquiring skills / knowledge appropriate with the aims and objectives of the Council and to the relevant SVQ at SCQF Level 6.



Key tasks for which the postholder will be responsible:
The skills learned will be relevant to the particular modern apprenticeship you secure and the following list outlines some of the possible choices available subject to current vacancies:
· Administration

· Customer Service

· Information Technology

· Procurement

There may also be opportunities to work with a small number of our community partner organisations.

To adhere to the Council’s commitment to health and safety, maximising attendance, equal opportunities and compliance with all relevant policies.

Skills / Knowledge requirements
It is desirable that modern apprentices are computer literate and have knowledge and experience of computer software packages.

Personal Features

It is essential that modern apprentices have good interpersonal and communication skills.  It is also desirable that they have the ability to work both as a team member and on their own initiative.
Other information

Successful candidates will undertake an SVQ at SCQF Level 6 in the appropriate occupational area.  Full in-house training will be given in all software programmes deemed appropriate to service functions.

Hours of work are:



         Monday – Thursday 8.45am – 4.45pm

                                      Friday                       8.45am – 3.55pm



This description is indicative of the nature and level of responsibilities associated with this job.

It is not exhaustive and the job holder will be required to undertake other duties and

responsibilities commensurate with the grade. 

