
Business Admin Modern apprentice 2019 

BUSINESS ADMINISTRATION  
MODERN APPRENTICESHIP  

 
Trainee Duties 

 
 
Location:   Association’s Office, Fort William 
 
Responsible to: The principal line of responsibility is to the Corporate 

Services Manager.  
 
Training Allowance:        £10,192 per annum in Year 1, thereafter National 

Minimum Wage rates apply. 

  
Hours of Work:             Monday – Friday, 9.00am – 5.00pm 
 
Duration of Agreement: 2 years 
 
 

Objectives 
 
To assist and support the Corporate department by helping to ensure the effective 
delivery of a high quality service on behalf of the Association, and to work diligently 
towards achieving the Business Administration qualification within the designated 
timescale. 
 
The apprentice will be undertaking a number of routine duties throughout the 
traineeship. These are listed below and are important in providing a basic training 
and work experience within an employment setting. Importantly, these duties 
contribute to the operational effectiveness of the Association’s services. 
 
However, the traineeship is also concerned with ensuring that the apprentice is 
provided with the opportunity to develop the skills and experience that s/he will need 
to progress further in a career in business administration.  So, also outlined below is 
a training framework that will be used in mentoring and supporting the apprentice 
in attaining increased levels of responsibility throughout the training period, 
commensurate with his/her growing experience and reflecting the learning gained 
through engaging in the formal qualifications that are part of the programme. 
 
There will be regular quarterly reviews undertaken to monitor the trainee’s progress 
in relation to the training framework. These reviews will re-inforce learning already 
gained, identify learning experiences that need to be revisited and plan the next steps 
in progressing through the framework. 
 
Day to Day Operational Tasks 

 
1. To participate fully in the agreed training plan for the Modern Apprenticeship in 

Business Administration qualification. 
 

2. To provide accurate and effective clerical and administrative support to the 
corporate departments as well as the overall LHA Group. 

 
3. To respond courteously, sensitively and in a timely manner to all enquiries and 

provide a high quality of service to all of our customers. 
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4. To provide an efficient word processing service including letters, reports and 
minutes. 

 
5. To assist with the compilation and production of statistical information – using a 

variety of different software packages. 
 
6. To distribute internal and external mail as directed. 
 
7. To take notes of meetings and implement appropriate administration tasks 

arising from the meeting. 
 

8. To work with our integrated computerised housing system. 
 

General 
 
1. To undertake any other duties on behalf of the Association as reasonably 

requested. 
 
2. To act in accordance with all the Association’s policies including Health and 

Safety, Discipline and Grievance, Attendance and Absence management. 
 
3. To respect and adhere to the Association’s Code of Confidentiality. 
 
4. To always act in the best interest of the Association. 

 
Other 

The trainee will be required to participate in the formal apprenticeship scheme and 
which will include attendance at a training establishment to obtain the formal 
qualifications required by the terms and conditions of the overall scheme. This will 
include meetings with representatives of the training group with which the 
Association will be working. 

The trainee will be expected to keep a work diary outlining their training progress 
throughout the course of the apprenticeship. This diary will be formally reviewed on 
a periodic basis with supervisory staff.  

The trainee will have the ability to work as part of a team, attend team meetings, and 
eventually contribute to appropriate technical or policy discussions.  Additionally, 
the apprentice will need to have a flexible approach, to be able to work unsupervised 
towards understood objectives and deadlines and be self-motivated towards 
becoming part of what is a continuous learning environment. 

The trainee will have the ability to adopt an understanding of and support new and 
emerging policies which may become part of the services offered during the 
apprenticeship period. 
 
The trainee should be of smart appearance, with a pleasant and approachable 

manner. 

Overall, the trainee will have a real interest and natural enthusiasm for working for a 
registered social landlord which provides affordable housing in the Lochaber area. 

 


