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SALARY GRADE: 75% of HBC3 
Apprenticeship Standard: Level 3 Business Administration
Training Provider: Riverside College

	Halton Borough Council 
resourcing@halton.gov.uk


	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – keeping great service delivery at the heart of everything we do
· Personal Growth – learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service
· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your personal development 
· Free Car Parking at HBC sites 
· Flexible / hybrid working arrangements available 
· Extensive employee benefits platform including discounted shopping, car leasing, gym memberships, wellbeing hub and Employee Assistance Programme.

For further information about all the benefits we offer, please click HERE.


	About the Job 

	Working as an apprentice at Halton Borough Council, offers a great opportunity to make a real difference to the community of Halton, whilst gaining valuable, hands-on experience.  With a dedicated Apprenticeship Officer to support you throughout your journey here at Halton, you will be given every opportunity to succeed. Additionally, apprentices are offered opportunities to network with other apprentices and professionals across the Council, helping to build connections and develop their careers. 

The HR Operations Division plays a key role in supporting managers and employees across the Council by providing professional advice, guidance, and operational support on all people‑related matters. We work collaboratively with services to help them deliver their priorities, ensuring HR processes run smoothly and consistently. The team is fast‑paced, supportive and focused on delivering a high‑quality service that reflects the Council’s values.

This apprenticeship opportunity provides a fantastic opportunity to work across a variety of teams across our HR Operations Division, including HR Business Partnering, Recruitment & Resourcing, Pay and Pensions, and Health and Safety.

More specific responsibilities include:

· Provide administrative support to the HR Operations Division, including accurate and timely data input across HR systems and consistency of processes. 
· Process orders and invoices in line with financial regulations, and maintain accurate financial records. 
· Maintain HR databases and produce routine statistical reports for management. 
· Respond to basic HR enquiries to ensure an effective, customer‑focused service. 
· Manage incoming and outgoing mail (paper, electronic, and payslips) to support timely communication. 
· Assist with the management of Disclosure and Barring Service (DBS) processes, including renewals and re‑checks, ensuring compliance with legal requirements and Council policy, as well as act as a counter signatory.
· Oversee the wider Disclosure and Barring Service (DBS) renewal activity by reviewing data and reports and providing accurate information to managers. 
· Maintain and update filing systems to ensure information is accurate and accessible. 
· Assist with collecting, distributing, and monitoring HR records, including supporting internal and external audits. 
· Provide general clerical support such as ordering stationery and photocopying to support team efficiency. 
· Support project work across the Division, including FOI and SAR requests. 
· Work in line with Council objectives, procedures, data systems, and record‑keeping requirements ensuring accurate and timely input.
· Comply with Council policies on health and safety, equal opportunities, customer care, and core values. 
· Undertake any other duties appropriate to the grade to support overall service delivery.

Future prospects: 
As you approach the end of your apprenticeship, you will receive guidance and support from our dedicated Apprenticeship Officer in applying for opportunities within Halton Borough Council. We are eager to ensure that any apprentice that joins us as an apprentice, is given every chance to secure permanent, long-term employment with us. 


	About You

	In addition you will have:
· At least 4 x GCSE’s grade 4, or above, including Math’s and English Language.
· Excellent customer service skills with the ability to effectively communicate both verbally and in writing.
· Good numeracy skills, logic in your thinking, be willing to self-learn, research, and take a creative approach to problem solving.
· The ability to work accurately and give attention to detail.
· Confidence in the use of IT, web-based systems and Microsoft Office, including Word and Excel. 
· A team focus with the ability to work collaboratively, and flexibly, with colleagues and managers to deliver team objectives, knowing when to ask for assistance/guidance.
· Self-motivation to be able to plan and organise workload efficiently and effectively.
This role may require you to travel across the borough from time to time.  Where appropriate, reasonable adjustments will be made in accordance with the provisions of the Equality Act.

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.
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