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	Job Description

	
	Apprentice Project Support Admin



	Job Purpose:
	To contribute to the company’s operational success by undertaking on project administration activities under the supervision of others.

	Team:
	Operations

	1. To undertake allocated administrative tasks, assisting the project management team where required.

2. To organise the site office and ensure the work area is clean and orderly.

3. To deal with incoming calls and queries, taking messages as required.

4. To undertake general administration and record keeping.

5. To create and update documents

6. To regularly update and maintain data records, providing project information to central teams.
7. To ensure work is undertaken accurately and be responsible for personal quality control.

8. To undertake other duties and ad hoc projects as required

9. To undertake all mandatory training as required by the business

10. To act in accordance with company policies and procedures, particularly with reference to Equality and Diversity policies, procedures and practices.

11. To behave in a manner that supports the company’s stated vision and values and ensure other team members do like-wise. 

12. To act in accordance with the company’s Health, Safety and Environmental policies, procedures and practices and take every opportunity to promote and uphold the Company’s core value of Uncompromising Safety; specifically - 
· To take care of your own health and safety, and that of others who may be affected by your actions at work.
· To use personal protective equipment as issued by the Company as appropriate to your work 
· To only use work equipment, as instructed and trained.  
· To be aware of, and understand emergency procedures in the event of a fire or an accident



Person Specification – Apprentice Project Support Administrator
	Competence
	Essential
	Desirable

	Professional / Technical Skills and Experience
	· Willingness to learn administration skills
	

	Educational / Professional Qualifications


	· None are essential
	

	Interpersonal Skills
	· Confident at communicating 

· Is reliable and honest 

· Takes responsibility for situations and results.

· Collaborates with others to achieve work targets
	

	Team Orientation


	· Willingly carries out instructions given by supervisors 

· Ability to work co-operatively, flexibly and as a member of a team
· Ability to be a self-starter and work independently when needed
	

	Personal Effectiveness
	· Ability to handle different types of people

· Ability to observe/listen and absorb new knowledge quickly
· Ability to work to targets and goals within set guidelines and parameters
· Ability to take ownership of tasks and see them from start to finish
	


	The main responsibilities of the post will be reviewed on a regular basis, in consultation with the post holder, to meet the changing needs of the Company in line with the Company’s Strategic Plan and the Business Management System.




                    Issued by: Human Resources
                                             Page 1                                       LPR-FO-HR-046 Rev.00 Jan 2022

