Apprenticeship 
Job/Training Description 

and Person Specification

Template

Please add / remove items from this as required.
‘Title of Apprenticeship Vacancy’

	Vacancy Type:

Apprenticeship
	Reporting to:

Name of Employer / Manager

	Hours of Work:

Example:

     - 9.00 – 15.00, Monday to Friday
or  - 30 hours per week
or  - Shift work by arrangement
	Rate of Pay:

Example:

     - £*.**, per hour
or  - £**.**, per week  

or  - £****.**, per annum


Job Description:
Nature of the role:

A brief description of the main purpose of the role.
Example: To provide care and support to vulnerable people in their own homes. 
Key responsibilities:

List the key responsibilities associated with the role. These could be personal duties, domestic duties, social duties, administrative duties etc.
Example:

· Write reports and maintain accurate records of care given. 

· Assist individuals with any aspect of personal care, such as; bed making, personal laundry, use of the toilet etc.
You may also wish to include a statement such as:

· These duties may vary from day to day.

or

· Undertake any other duties that may be necessary, that are appropriate to the level/grade of the job.
Training Description:

Training to be Provided:

Example: The successful candidate will be required to undertake an Apprenticeship Level 2 Programme in Health and Social Care.

Description of Training:

Use this space to describe:

· What being an apprentice involves. 

· How training will be delivered and assessed. 
· Future prospects / progression available after completing training. 
· Any other information, if applicable. 
Person Specification:

List the skills, qualifications, personal qualities and additional requirements necessary for the role. These can be defined as either ‘essential’ or ‘desirable’.

Skills required: 

Example: 

· Communication skills 

· Time management skills 

· The ability to work independently
Qualifications required:

Example:  

· A range of GCSEs A* to G or equivalent.
Personal qualities required:
Example: 

· A helpful and friendly approach

· A caring nature 

· A good sense of humour 

· Dedicated and committed. 
Additional requirements:
Example: 

· Must hold a full driving license. 
How to apply:

Use this section to describe how candidates should apply for the vacancy.  
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