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	SOAR COMMUNITY
JOB DESCRIPTION


	
POST TITLE	   	                     
Apprentice Centres Co-ordinator

	
SALARY
£10.85 per hour (under 21) / £12.71 (21 and over) 

	
RESPONSIBLE TO
SOAR Centres Manager

	
KEY TERMS & CONDITIONS 
37 hours per week (4 days per week with 1 day allocated to training/college)
25 days annual leave & Bank holidays pro rata (also additional birthday leave)
Note. SOAR Community is closed between Christmas & New Year and annual leave must be retained for this period
8% non-contributory pension
Permanent

Other key benefits:
· Westfield Foresight Health Plan – Annual benefits and services such as routine dental work and check-ups, etc.


	
PURPOSE OF JOB		
As part of the Centres Team, you will be based primarily at SOAR Works Enterprise Centre and The Learning Zone, assisting with the day to day running of SOAR Centres and providing reception services. The job role will include but is not limited to: 

· Centre Cover including staffing reception, meeting and greeting customers, tenants and visitors
· Assisting with room bookings including setting up rooms for customers
· Responding to tenant and visitor enquiries
· General admin duties including photocopying, printing, dealing with post etc.

You will develop on the job skills including: 
· Effective problem solving using own initiative   
· Use of and knowledge of Centres systems and procedures, Health & Safety checks, routine building services and repairs 

Training
The Centre Co-ordinator will be provided with a package of non-accredited training, including online and intensive work shadowing opportunities and supervision.  Full training and support to achieve a Level 3 Business Administration Apprenticeship with opportunities for further growth beyond the apprenticeship (dependent on performance).

	SPECIFIC DUTIES AND RESPONSIBILITIES
As a member of the Centres team, you will portray a professional image of SOAR and the Centres Team, ensuring the buildings and facilities run smoothly. The role will include some key tasks, with the opportunity to take on more responsibility as you develop into the role:

Reception 
· Meet and greet visitors, tenants and building users in a welcoming and professional manner, whilst being sensitive to their needs and requirements
· Take phone calls and enquiries both internally and externally 
· Reception services, such as printing, scanning and photocopying for tenants and the public, logging chargeable services and taking payments
· Keep communal and public areas tidy and welcoming

Centre Co-ordination & Admin
· Assist with opening up and locking up if required
· Assist with data input including room bookings, issues & action logs, contact details etc.
· Assist with maintaining tenant and building information, by way of scanning and filing of records

Team Working
· To work flexibly across sites - The Centres team operates a rota, ensuring that we have cover for all Centres as required.
· Communicate closely with team members i.e. handovers and shared tasks and the wider SOAR team
· To take part in regular team meetings to discuss performance and other related issues

Compliance
· Assist with Health & Safety procedures e.g. routine workplace inspections, fire alarm testing & evacuation drills 
· To develop an understanding of SOAR policies and procedures, including confidentiality, equality & diversity, safeguarding, lone working, information governance (GDPR) and health & safety
· To ensure SOAR records and information are kept confidential at all times and stored securely

Self-Management & Development
· Work towards agreed targets with support from peers and managers
· To participate in supervisions and appraisal process
· Develop cultural awareness and have regard for Equality and Diversity

This is not a final and complete statement of the duties attached to this post, which may be amended from time to time in accordance with the changing needs of SOAR. We will work with the post-holder to phase in duties and training as they develop into the role. 

The job description forms part of the contract of employment.







PERSON SPECIFICATION
Post Title: Apprentice Centre Co-ordinator

	Minimum Essential Specification
	Method of Assessment

	
	Application
	Interview
	Exercise

	Skills/Knowledge

	[bookmark: _Hlk152165516]Good communication skills – written and verbal in formats accessible and appropriate to a wide range of audiences
	· 
	· 
	· 

	Interpersonal skills - approachable and helpful style, good team worker
	· 
	· 
	· 

	Awareness of commitment to learn about Health and Safety and Equality and Diversity legislation
	· 
	· 
	

	Effective IT skills
	· 
	· 
	

	Effective organisational and time management skills 
	· 
	· 
	· 

	Experience/Qualifications/Training

	GCSE English and Maths Grade 4/C or above or relevant work experience 
	· 
	· 
	· 

	Experience of working in a reception or administration role with customer contact
	· 
	· 
	

	Ability to communicate effectively both verbally and writing, with a range of individuals
	· 
	· 
	· 

	Desirable

	Knowledge or awareness of the local community
	· 
	· 
	

	Experience with admin tasks - filing, record keeping, message taking, mail handling, ordering, maintaining office systems
	· 
	· 
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SOAR

Supporting people to
make positive changes




