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JOB DESCRIPTION

JOB DESCRIPTION
Job Title: People Apprentice
Grade: Apprentice
Salary: Apprenticeship rate
Hours: 37 hours per week, 52 weeks per year
Responsible to: Senior People Business Partner 
Base Location: Orpington Campus (with occasional travel across Trust sites)

About the Trust
London South East Academies Trust is a Multi-Academy Trust sponsored by London South East Colleges.
The Trust provides outstanding education and training for young people across the region, bringing together specialist provision to offer a real alternative to mainstream education.

About the Role
We are seeking an enthusiastic and motivated apprentice to join our central People Team. This is an excellent opportunity to begin a career in HR while working towards a Level 3 HR Support apprenticeship.
The successful candidate will provide administrative support to colleagues in both the Employee Relations and Talent teams, gaining valuable experience in all aspects of HR work. You’ll help ensure smooth HR processes, accurate record keeping, and a positive experience for employees across the Trust.
You’ll develop your professional skills in communication, problem-solving and organisation while learning how the People Team supports staff throughout their employment journey.

Key Responsibilities
Employee Relations Support
· Provide administrative support to the Employee Relations team, including maintaining case files and accurate documentation.
· Assist in scheduling meetings, hearings and investigations, and take notes where required.
· Support with drafting and issuing correspondence such as meeting invites, outcome letters and formal documentation.
· Maintain confidentiality and ensure compliance with Trust policies and employment legislation.
Talent Support
· Support the coordination of recruitment campaigns, including posting job adverts, shortlisting administration and arranging interviews.
· Carry out pre-employment checks, including references, right-to-work verification and DBS applications.
· Assist in preparing onboarding materials and supporting induction processes.
· Help maintain accurate recruitment and onboarding records within HR systems.
General People Team Support
· Provide day-to-day administrative assistance across the People Team.
· Maintain HR and learning systems (e.g. iTrent, SharePoint), ensuring data is accurate and up to date.
· Respond to employee queries and direct them to the appropriate colleague where necessary.
· Support internal projects and events such as CPD sessions, staff briefings or wellbeing initiatives.
· Undertake other reasonable duties as required to support the work of the People Team.

Training and Development
As part of this apprenticeship, you will complete the Level 3 HR Support qualification.
You’ll receive regular mentoring, study time, and opportunities to apply your learning within the workplace.

Health, Safety and Safeguarding
All staff are expected to:
· Take reasonable care for their own health and safety and for that of others who may be affected by their actions.
· Promote the protection and safeguarding of learners and colleagues in line with Trust policies and procedures.
· Hold a valid Enhanced DBS check (rechecked every three years).

General
This job description reflects the current priorities of the Trust and may be reviewed periodically. The post holder will be expected to work flexibly and undertake other duties consistent with the scope and grade of the post.

PERSON SPECIFICATION
	Criteria
	Essential
	Desirable

	Qualifications and Training
	GCSEs (or equivalent) in English and Maths (Grade 4/C or above).
	Level 2 qualification in Business Administration or similar.

	
	Willingness to undertake the Level 3 HR Support apprenticeship.
	

	Experience
	Experience of working in an office or customer service environment (this can include voluntary or school experience).
	Previous experience in an HR or administrative setting.

	Knowledge and Skills
	Strong organisational and time management skills.
	Understanding of confidentiality and data protection.

	
	Good written and verbal communication skills.
	Awareness of basic HR functions or processes.

	
	Confident in using Microsoft Office (Word, Excel, Outlook).
	Experience using HR or recruitment systems.

	Personal Attributes
	Enthusiastic and motivated to learn about HR and organisational development.
	

	
	Friendly and professional manner, with a positive attitude to teamwork.
	

	
	Reliable, punctual and able to take initiative.
	

	
	Committed to equality, inclusion and providing excellent service to colleagues.
	

	
	Demonstrates integrity and respect for confidentiality.
	



Additional Information
This apprenticeship provides an excellent foundation for a career in HR. Successful completion of the Level 3 HR Support apprenticeship may open opportunities to progress into permanent HR roles within the Trust.

Chief Executive: Dr Sam Parrett CBE, FCIPD MSc
London South East Colleges – Bromley Campus, Rookery Lane Bromley BR2 8HE t: 020 8295 7000
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