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Business and Administration Apprenticeships
What is an Apprenticeship?

Apprenticeships are an excellent way of gaining qualifications and workplace experience. As an employee, you can earn as you learn and you gain practical skills from the workplace.

What is a Business and Administration Apprenticeship?

There are many opportunities to work in Business and Administrations, in companies large and small and in all sectors.  This Apprenticeship is suitable for people whose daily activities at work include producing documents such as letter and emails, preparing information using spreadsheets, using a filing system and booking appointments.
Do I get paid?

Yes.  If your application is successful you will be employed by Whitechapel Gallery.

What training will I get?

There will be a lot of training on and off the job when you start work which will be provided by the company  you work for.  This will include training in Health & Safety and procedures.

You will attend training sessions up to once a week.  You will work towards nationally recognised qualifications which are relevant to the your job.  These will include:

· NVQ in Business and Administration
· Certificate in Business and Administration
· Functional Skills / Key Skills
What are the jobs?

There will be 1 Apprenticeship vacancy available.   This jobs is with Whitechapel Gallery.
What sort of work will I be involved with?

Working at Whitechapel Gallery, the role of the Education Administrative Assistant is to administratively support the Education team’s public events, schools programme and community programme.  The Education department consists of: Head of Education & Public Events; Curator – Community Programme; Curator- Schools Programme; Public Events Assistant and Schools Officer, the team also have three departmental interns.

Am I eligible?

1)  All apprentices must:

· Be resident in the UK for last 3 years
· Be employed for more than 16 hours per week
· Work in a Business and Administration role
· Not be a graduate
2)  Apprentices at Level 2 must:

· Meet the criteria set out in 1) above
· Be working at level 2 in a role which will provide sufficient opportunity for assessment (a skill scan will show how learners meet this criteria)
· Meet one of the following
· Minimum GCSE English and Maths at grades D-G
· Or Skills for Life / ESOL qualification at Entry 3 / Level 1
· Or score minimum 53-72 on literacy initial assessment and 35-50 on numeracy initial assessment
All candidates will have a thorough initial assessment before being accepted on the course which will include:

· interview

· discussion of CV and job description
· skill scan
· literacy and numeracy screening
· eligibility screening
How do I apply?

You will need to apply for the jobs at Whitechapel Gallery using their application forms. To apply for an application pack :
Visit www.whitechapelgallery.org
Email recruitment@whitechapelgallery.org   

Deadline for applications: 5:00pm Friday 2 April 2010
If your application form is accepted then you will be contacted to attend an interview and an assessment.

What extra support is available?

If you are unemployed, Kensington and Chelsea College can help you get back to work.

· Entry to Employment is suitable for 16-18 year-olds.

· Other employability programmes may be suitable for those aged 18+ and on benefits.
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