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	Job Title
	Human Resources Apprentice


	Reports To
	Human Resources Manager


	Department
	Human Resources


	Purpose & Overview
	You will be provided with a structured programme that will develop the skills and behaviours you need to work across all areas of the HR function. An experienced mentor will help guide you through the programme by sharing their experience and knowledge throughout. 

The apprenticeship will help you understand the wider role of HR, and the importance of building effective employee relations. 



	Key Accountabilities
	· Support the HR team with any project work as required
· Providing advice to managers and colleagues on the interpretation and implementation of HR policies and procedures
· Providing case management support including disciplinaries, grievances and sickness absence
· Undertake project/research work including the development of HR policies and procedures
· Support of recruitment activities
· Follow WWU recruitment procedure and provide support to the Recruitment Team and HR Advisors
· Maintaining colleague records to ensure an accurate and comprehensive employee database for information and planning purposes, provide management information to managers and the wider HR team



	Technical Know-How & Skills
	· To be self-motivated, and committed to building a career in Human Resources
· To take responsibility of your own workload and to meet key qualification milestones
· To support all aspects of the HR team in delivering excellent service to our customers
· Have excellent communication skills
· The aptitude to work in a fast-paced environment whilst also delivering accurate and credible data to our customers
· To be a role model of our priorities and values 



	Qualifications
	· To have GCSE Math’s and English at grades A-C (or the equivalent) 



