Brighton and Hove City Council

Local Employment Partnership (LEP) Programme

Admin All Areas (AAA) 

This document has been prepared for Engage Partnership members only
1. Related Documents 

BHCC LEP Client Application Front Cover

Example - Relief Admin Level A

Example - Relief Admin Level B

2. Overview

AAA provides administration cover across all areas of the Council for periods of staff sickness, holiday, maternity/paternity leave and vacant posts. 

The roles are on a casual basis and hours can not be guaranteed; however, many people go on to successfully apply for permanent roles within the Council. 

No educational qualifications are required as the client will be assessed on grammar, Microsoft word and typing.

All applications submitted through Engage members must have the ‘BHCC LEP Client Application Front Cover’ attached in order for the application to be reviewed and monitored under the LEP programme and count as an LEP outcome. 

Applicants will be notified whether they have been short listed for interview by the Friday before the week of the Assessment day (see recruitment timetable). If successful, they will be invited to the Assessment day – an informal competency-based interview and set of tests, to assess their ability to perform the role(s). Candidates will then be notified within one week whether they have been successful.

3. Role Requirements

The following are required prior to starting work:

· CRB Checks

· Health Clearance

· Two References; at least one employer reference is preferred, which should be their last employer. One can be a character reference from someone who knows the candidate well, outside of his or her family, for example, from the Engage member. If employer references are unavailable, please state on the application form the reason for this and provide alternative references

· Proof of Right to Work in UK 

4. Legitimate Restrictions

Although BHCC endeavours to carry out any necessary adjustments to ensure that Council buildings are accessible, there are some buildings that may still have accessibility issues (e.g. not suitable for wheelchair users). Adjustments may not be possible within the timeframe of a specific temporary post or deemed reasonable for the short period of the temporary contract. In such cases, BHCC will work closely with individuals to find an alternative location/post that is satisfactory to all parties.
5. Additional Support

Through the LEP programme, there is an opportunity for Engage clients to access Pre Employment Training (PET) to prepare them for the assessment day. Details will be circulated by Jobcentre Plus on the EE Forum when available.

6. Rates of pay 

As at April 2007: 

· Level A - £6.37 per hour

· Level B - £7.85 per hour 

These are both flat rates and do not increase for working weekends. The salary is paid weekly on Fridays, one week in arrears, by direct transfer into the client’s account.

7. Recruitment Timetable 

Recruitment takes place around 11 times per year. Details will be circulated on the EE Forum and contact details for application forms will be supplied.

Dates for 2008:

	Advert Circulated (Approx)
	Application Deadline

(Thursday)
	Assessment Day



	25th March 
	10th April 
	1st May 

	24th April 
	15th May 
	29th May 

	22nd May 
	12thJune 
	26th June 

	19th June 
	10th July 
	24th July 

	27th August 
	18th September
	1st October 

	24th September 
	16th October 
	29th October 

	22nd October 
	13th November
	26th November 
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