
 

 

Role Title Apprentice Assessment Administrator  

Reports to Qualification Assessment and Development Manager 

No. of direct reports 0 

Full / Part Time Full time 

Grade  Apprentice  
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Everything we do contributes to achieving our purpose:   
Helping people, organisations and economies develop their skills for growth.  

This purpose drives everything we do. 
 
 

Our values 

 

Our values Imagination, Integrity and Leadership are core to everything we do, and makes us 

who we are. They underpin the way we work, from how we treat our people right through to how 

we design our products. Living these values in everything you do at the City & Guilds Group will 

not only make this a great place to work, but ensure you thrive and are successful in your role.  

 

Your mission 

 

The Qualification and Assessment team are at the heart of the City & Guilds business. They are 
responsible for developing qualifications and assessments for all City & Guilds sector areas. This 
involves working with subject matter experts, across a range of sectors, to develop qualifications and 
assessments which meet customer and industry needs.    
 
In this apprenticeship you’ll learn how to manage and develop different administrative systems, 
provide management information, and give great support to customers and colleagues. 
 

 

What you’ll be doing 

 

Some of the key areas of activity and learning will be: 

 

 Administering products, projects and services – you’ll be involved in the administration of 
specified products, projects and systems, making sure they align with departmental and corporate 
procedures. 
 

 Data systems and procedures – you’ll help establish and maintain data systems and develop 
and implement associated procedures. This will involve the production of business information 
such as question paper production process reports and candidate results that will assist our 
planning processes. 

 

 



 

 

 Assessment maintenance – you’ll help maintain and develop assessment products and 
materials, making sure they meet all internal and external quality requirements and the needs of 
users. 

 

 Provide advice and support – you’ll help provide advice, guidance and support across a series 

of activities, supporting the team and colleagues to understand processes for assessment 
production and supporting new members of staff in training. 

 

 Customer liaison – you’ll liaise with internal and external customers to provide services and 

information. This might include, for example where qualification and assessment information can 
be found and details on progress of assessment production. 

 

How success will be measured 

 
In addition to your learning activities, some of your success measures will be: 

 

 Carrying out your administrative duties in a timely and accurate way. 

 Making sure your work is compliant with prescribed methods and procedures. 

 Being pro-active as well as re-active, taking the initiative in your communication with colleagues 

and customers. 

 Sharing your knowledge and understanding as it grows and develops, so that in time you can give 

really good advice and guidance. 

 Making sure that you deliver on the promises you make. 

 Keeping systems assigned to you up accurate and to date. 

 Producing standard and ad hoc reports accurately and at the right time. 

 Building good working relationships and working well within your team. 

 

What we’re looking for 

 
We can’t live without… 
 

 A desire to learn and develop yourself. 

 The ability to listen and act upon information given. 

 Strong IT skills and the ability to work across a range of packages, which will include Microsoft 
Word and Excel. 

 Excellent team working skills. 

 Confident and accurate verbal and written communication skills. 

 Good numeracy and the ability to work comfortably with numbers.  

 High levels of accuracy in the work you produce. 

 Good planning and organisational skills. 

 The ability to prioritise your workload and to meet set deadlines. 
 

The way we prefer to work 

 

To succeed in this apprenticeship you’ll need to be able to show us that you are: 
 
Curious (Imagination)  

• A creative problem solver who brings new ideas  
• Finds new ways of overcoming obstacles 
• An open mind that feeds their curiosity 
• Keen to learn 
• Challenges the current way of doing things 

• … and not afraid to do it the same way as last time if that is what is needed 



 

 

 
 
Collaborative (Integrity) 

• A team player who enjoys being part of the team, supporting and leading as needed 
• Shares knowledge and expertise 
• A relationship builder   
• Acknowledges everyone’s contribution 

• … and is able to work alone when required 
 

Trusted (Integrity) 

• Goes the extra mile for internal colleagues and external customers 
• Connects to our purpose 
• Delivers great work 
• Takes ownership, accountability and action 
• Works in an ethical way 
• Is authentic 
• …and this is the way we work here! 

 

 

Your career with the City & Guilds Group 

 

This apprenticeship is a great starting point for a career in administration, which could lead to a career 

in many different roles across the business. It will give you a good understanding of our Qualification 

and Assessment operations, but will equip you with a range of transferable skills that might be used in 

other parts of the City &Guilds Group, or indeed or in other organisations.  


