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	Job Title
	Customer Services Apprentice
	Directorate
	Resources & Transformation

	
	
	
	

	Post Number
	
	Division
	Corporate & Customer Services

	
	
	
	

	Grade
	
	Salary
	National minimum wage for age
	Section
	Dudley Council Plus

	
	
	
	
	
	

	Criteria (Essential)
	Assessment By

	
	
	Application
	Interview
	Test

	
	
	√
	√
	√

	Experience
	
	
	
	

	Understanding of and a passion for delivering customer service
	
	√
	√
	

	
	
	
	
	

	Qualifications / Training
	
	
	
	

	Willingness to undertake a Level 2 Apprenticeship in Customer Service

Willingness to work towards Level 2 Functional Skills in Math’s and English (Not applicable if you already a GCSE at Level 4 and above) 
Willingness to engage in corporate training and service training as appropriate


	
	
	
	

	
	
	
	
	

	Practical Skills
	
	
	
	

	Ability to communicate effectively via the telephone, face-to-face and in writing.
	
	√
	√
	√
	

	Be supportive of team members and work effectively as part of a team.
	
	√
	
	
	

	Computer skills, including a working knowledge of MS Office products (especially Word and Outlook).
	
	√
	√
	√

	An appreciation of the need for high standards of customer care at all times – including politeness, courtesy, respect and understanding
	
	√
	√
	

	Excellent time keeping and attendance and flexibility with regard to working hours.
	
	√
	√
	√

	
	
	
	
	

	Personal Qualities and Attributes
	
	
	
	

	A Knowledge of Equality & Diversity issues
	
	√
	√
	

	Demonstrate empathy and sensitivity towards customers, ensuring every customer has equal access to services by understanding the diverse cultures and needs.
	
	√
	√
	

	Committed to seeing tasks completed and achieving a high-quality service
	
	√
	√
	

	Desire to continually improve and develop skills and knowledge
	
	√
	√
	

	Prepared to ensure customers are the priority under the guidance of experienced staff and management.
	
	√
	√
	

	
	
	
	
	

	

	Prepared By
	Dudley Council Plus / Emma Skitt 

	Date
	November 2024

	
	

	
	


Person Specification
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