
 

Modern Apprentice Job Description  

Grade N/A 

Job Title Modern Apprentice (Business and Administration) 
 

Job Purpose 

To effectively provide administrative support to various areas of the Scottish Qualifications 
Authority whilst gaining knowledge and experience and a range of transferable skills to utilise in 
any working environment.  

Key Responsibilities 

  Provide administrative support to ensure activities are carried out accurately and 
according to plan and ensure compliance with documented processes 

 Create and maintain records, standard reports and spreadsheets to ensure information 
is up-to-date, easy to access and accurate 

 Process routine invoices and/or fees and expenses, carrying out basic numerical 
calculations to ensure timeous payment and accounting  

 Carry out filing of information to ensure it is stored accurately following relevant policies 
and procedures 

 Contribute to the organisation’s continuous improvement initiatives by reviewing and 
recommending improvements to administrative procedures and systems  

 Provide a high level of customer service in respect to queries ensuring responses are 
issued promptly, accurately and following SQA guidelines while maintaining key 
stakeholder relationships 

1 Communication 

Communication will include, listening, understanding and following instructions, confirming and 
checking understanding with relevant questions and adapting your communication style to fit the 
needs of the others.  

You may also be asked to demonstrate presentation skills and communicate externally with 
provider, suppliers and customers.  

2 Mental Demands 

This role will include tasks and activities that require problem solving skills and analysing data 
such as reviewing and updating process or diary management. 

3 Working Environment 

The job is office based and there may be ooccasional visits to external venues and other sites 

4 Responsibility for People 



 

There will be no responsibility for other people however you will be responsible for your 
own learning and development.  

5 Responsibility for Physical Resources 

In addition to resources connected with their own area of work, you will be responsible for 

ensuring appropriate storage of materials associated with the work of the business area.  You 

will also be responsible for IT equipment used by others and is responsible for the signing in 

and out of IT equipment ensuring it is in working order and in some cases act as the key holder 

for the storage area.  

6 Responsibility for Financial Resources 

You will be responsible for checking the accuracy of and processing invoices and/or expenses 

and fees 

7 Physical Demands 

You may be required to lift and move bulky, heavy packets and boxes for fixed periods  

8 Planning and Logistics 

You will be asked to plan and organize your own workload in line with agreed timescales and 

deadlines. You will be expected to manage long and short term priorities and respond to ad hoc 

requests from the needs of the business.   

9 Policy and Procedural Framework 

You will have a working knowledge and awareness of their own function, other relevant SQA 
functions, services and products. You will be expected to contribute and make decisions in line 
with guidelines, process and procedure and ensure they are followed with support if required.  

10 Skills and Experience  

 Be able to operate Microsoft Office packages at the appropriate level for the role 

 Have a good working knowledge of databases and the ability to adapt to new specialist 

IT systems relevant to the role 

 Be able to understand and carry out basic numerical calculations 

 Have good written and oral communication skills 

 Planning and organising. 

 Presentation Skills 



 

The SQA Staff Framework comprises the competencies listed below: 

Competence Description 

Working With 
Others 

Demonstrates co-operative working and helps and support others. 

Treats others with honesty, respect and consideration. 

Display positive behaviour that anticipates the needs of others 

Planning 

Agrees realistic timescales for own work. 

Understands own priorities and is aware of impact of own activities on 
others. 

Makes best use of own time and resources. 

Uses initiative in identifying and tackling problems when they arise. 

Communicating 

Makes positive contributions to discussions.  

Demonstrates ability to understand information from routine and varied 
forms of communication. 

Uses appropriate means of communication according to audience and 
impact required. 

Customer Focus 

Uses feedback to anticipate needs and expectations of internal and 
external customers. 

Builds positive working relationships with customers. 

Seeks solutions to customer problems, and updates customer on 
progress. 

Business Focus 

Demonstrates commitment to achieving local operational plans. 

Understands how own work contributes to your team’s objectives. 

Works in a way that supports your team’s objectives. 

Keeps up to date with changes or developments in SQA which affect own 
business area 

Improvement 
Focus 

Agrees where further learning and development could improve own 
performance. 

Welcomes feedback and uses it to agree ways to improve own work. 

Shows a willingness to take on new challenges. 

Keeps PDP up to date and reviews with line manager 

 


