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	Business Services Administrator
PX HOUSE

October 2016




Our Business

px operates on a 24 hour, 7 days a week basis, across a diverse range of low and high hazard industries including power, gas, fuel storage & also in energy trading. The group is continually expanding, providing operations, maintenance and management services and solutions throughout the UK and services to other global businesses and has experience in areas such as the Middle East, Europe and South America.
The Opportunity

Under the direction of the HR Manager and working alongside other HR team members, the HR Apprentice will learn, support and take responsibility for completing a range of HR administrative and developmental duties, whilst completing a level 2 Business Administration apprenticeship. 

You’ll complete required training enabling you to develop knowledge and skills to support and co-ordinate a diverse range of HR, training and development administration, support and development duties and projects. Including but not limited to:

· Supporting HR processes including recruitment, training, induction and absence. 
· Updating and maintaining HR folders, systems and processes – electronic and paper.

· Formatting of documents and providing general administration support duties.

· Diary management, photocopying, mail, filing, archiving. 

· Answer telephone calls, resolve queries whenever possible & as required forward on messages.
· Understanding of px HR policies and ISO’s and how they apply to your work in the department and employees within the business.
You’ll work with your assigned Apprentice assessor to ensure accurate and timely completion of required qualification units enabling completion of your apprenticeship, academic and work experience requirements within stated timeframes.

Minimum Requirements:
· 5 GSCE’s A-C grades including Maths & English or equivalent level qualifications 

· You’re able to work as part of a team: contributing to and working with others. 

· You have excellent attendance & time keeping.

· You want to complete qualifications, studying and completing assignments to required timeframes.
· You’ll demonstrate initiative by finding ways to complete tasks/solve queries.

· You are and/or will be methodical, accurate & detail-conscious in your approach to work. 
· You understand and consistently demonstrate what it means to be confidential.
· You are willing to speak to others, in person or by email & phone. 
· You will ask questions when not certain and to check understanding.
In order for your application to be progressed, all candidates must meet the minimum requirements of the job role person specification.

More information: 
Can be found in the job description & person specification for this role/position.
Closing date: 4th March 2018  
[image: image1.png][image: image2.png]



