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BPP Job Description


Job Title		Actuarial Apprenticeships Administrator

Department		ActEd - Professional Apprenticeships

Location		Abingdon

Additional details	

Travel requirements (if applicable) 

Contract type		Permanent

Hours of work		22.5 hours per week (0.6 FTE)

Reporting lines	Reports to Actuarial Apprenticeship Coordinator.  No reportees.


Job Purpose

Working as part of apprenticeships admin team: to undertake all administrative and other tasks required to ensure the smooth running of actuarial apprenticeship programmes and commercially funded alternatives, a high level of customer service and excellent support for the apprenticeships team.

Key Responsibilities 

· Assisting the Apprenticeship Coordinator and apprenticeships team with the running of actuarial apprenticeships and commercially funded alternatives.
· Performing routine administrative tasks including operation of standard office equipment and applications/software.
· Dealing promptly and efficiently with telephone and email queries from learners, employers, BPP staff and external bodies.
· Ensuring that learners receive an excellent service from the apprenticeships team in all aspects of our service.
· Assisting the other members of the apprenticeships team when required.
· Completing other ad-hoc tasks and projects as required to ensure the smooth running of the Abingdon office. This may include performing administrative tasks for the non-apprenticeship admin team.
· Working with BPP’s Quality Assurance Team to ensure all quality assurance requirements and documentation requirements are met within BPP defined timescales.
· Raising safeguarding concerns with the BPP Safeguarding team.

Skills, experience & qualifications required - Essential

· Friendly, enthusiastic and a good team player
· Excellent communication skills – written, over the telephone and face-to-face
· Efficiency, accuracy, attention to detail
· Self-motivated and willing to take the initiative
· Experience of working autonomously and managing own workload efficiently and effectively
· Excellent time management and organisational skills
· Excellent IT skills – Word, Excel, Internet, databases
· Willingness to learn new skills and adapt to change
· The successful candidate will be required to undergo a DBS check

Skills, experience & qualifications required - Desirable
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