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Job Profile
		
Modern Apprentice
(School Support Assistant)


	About the Role

	Job Title
	Modern Apprentice (School Support Assistant)

	Pay Grade
	G4

	Job Family
	Social & Community Services
	Location
	Aberdeen City Wide – see advertised location

	Cluster
	Education & Lifelong Learning

	Service
	School Support Team

	
To work in collaboration and under the supervision of School Support Assistant teams to assist with the provision of administrative and clerical support within schools, financial and administrative duties in accordance with corporate and school procedures. They will widen their knowledge and experience in this service area, alongside completing a Modern Apprenticeship framework..



	

	Key Outcomes and Responsibilities 

	The postholder will deliver the following outcomes: 
	Responsibilities include:

	A high-quality business support service to Integrated Children's & Family Services   
	· Undertaking general administrative support to the Business Service team, such as photocopying, scanning, printing, data input, electronic and manual filing  
· Undertaking service specific support including updating registers and processing applications  
· Answering the office phone and dealing with enquiries  
· Other duties as required  


	Completion of the Modern Apprenticeship 
	· The post is encompassed in the Modern Apprenticeship Programme and jobholders will be required to complete Business Administration SCQF Level 5 






	Role Requirements  

	This section includes what the postholder needs to carry out the role or, for recruitment purposes, enables applicants to decide whether they meet these requirements.

	Minimum Qualification(s) / Certificates 

	· Good written/numerical skills gained through either Standard Grades/National 4 qualification(s) or 
· Relevant experience 

	Minimum Membership / Professional Registrations
	· Not applicable to this post


	As a minimum, demonstrate skills and experience in
	· Ability to understand and follow instructions 
· Self-motivated team player  
· Ability to grasp new topics quickly on a self-taught basis
· Ability to communicate effectively, including non verbal, verbal and written forms of communication
· Ability to use ICT systems and programmes, such as Microsoft Office

	As a minimum, demonstrate an understanding of

	· Completing the Modern Apprenticeship Programme  
· Willingness to learn, including using a variety of IT packages  
· Working effectively as part of the Business Service team  


	Demonstrate commitment to
	· The principles and aims of Aberdeen City Council
· Completing all mandatory training within 6 months of starting employment
· Completing any other statutory  and/or essential training required for the role
· Participating in the annual review of performance and development process
· The principles of the target operating model 


	Additional requirements


	Driving 
	Not applicable to this post



	
	Politically Restricted
	Not applicable to this post
 

	
	Disclosure Scotland /PVG Scheme
	Member of appropriate PVG Scheme or commitment to become a member of the PVG Scheme

	
	Health Surveillance
	Not applicable to this post

	
	Job Role Workstyle
	Fixed Location Worker - all working time is spent in the office or site location in line with service needs and as agreed with management

	
	Working Conditions & Flexibility
	The ability to travel to locations around the city to meet the requirements of the role
Work at alternative locations as required



	[bookmark: _Hlk15307435]Our Guiding Principles

	These have been created by us – the people of Aberdeen City Council – and for us, to guide the way we work, the way we behave with each other and make sure we all have the same understanding of what is means to work here: 

	Purpose 
	We care about our purpose, our people and our city

	Pride
	We take pride in what we do and work to make things better

	Team
	One team, one Council, one city

	Trust
	We trust each other and take responsibility

	Value
	We value each other and recognise a job well done


	Job Profile Version Date

	02/11/2026
	Job Evaluation Number

	7952
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This job profile provides indicative information about outcomes, tasks and activities that may be undertaken as part of this role.  It is not intended to be an exhaustive list due to the need for agility and flexibility in our workforce and to be responsive to change and meet business needs.
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Office Manager


Senior Support Assistant


Modern Apprentice (School Support Assistant)
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Mental Health / Be Kind / Open Mindedness / Equality & Inclusion / Rel

Children & Young People of Scotland ask that

lity / Encourage Success

« Youmust be authentic, calm, approachable, and
welcoming.

* You encourage and help young people to find
support ifthey need it.

* You must be kind! Respect and try to understand
children and young people and their lived
experience. Take their concerns and worries
seriously.

* You must ask clear questions, actively listen to
children and young people’s answers, and explain
any actions you wil take.

* You demonstrate that you're worthy of trust by
doing what you say you will

* You are open-minded and fair. You don't jump to
conclusions or judge.

* You recognise that all children and young people
are individuals. The person in front of you will
need a personalised approach and supports.

* You trust that the child or young person in front
of you knows themself. You ask for and listen to
their views, and you don't patronise them.

* You treat children and young people as your
‘equal and talk directly to them.

* You offer realistic, helpful advice.

« You are hopeful about the individual you are
talking to, as well as the support you can offer
them.

«You encourage children and young people to

‘embrace their strengths. You are enthusiastic and

positive about what they can do.

« You notice when children and young people are

struggling and know the next steps to take to
help them.

«You know when to use humour, and when to be

serious.
« You help young people relax by being friendly,
caring and putting them at ease.

* You welcome children and young people from all
different backgrounds and experiences.

* You understand that all children and young
people have mental health, just like everyone has
physical health, and sometimes they need
support with this.

* You understand that we all have emotions,
thoughts and behaviours that affect our mental
health, and that i perfectly normal.

* You recognise tha uals aren't defined by
just one aspect of their e or experiences.

* You want tolearn about issues that affect
children and young people’s lives (including their
experiences of gender, sexuality, disability, race,
and care). You consider the ways these
experiences might impact wellbeing and mental
health.

* You understand the difference that positive
relationships can make.

* You want to be a trusted, reliable adult for
children and young people, no matter what your
jobis.
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