
 

Business Administrator Apprentice for Change Programmes       
 
Location: Boston Spa, Yorkshire   Hours: 30 per week Contract: Fixed Term, 18 months 
Pay: £9.00 per hour (£270.00 per week)  Typical Work Pattern: Monday to Friday, core office hours  
Apprentice Standard: Business Administrator, Level 3 
 
The Job 
This is an exciting opportunity to undertake an apprenticeship in Business Administration working across the British 
Library’s major areas of change. With an interest in business administration and the delivery of projects, this role will 
see you provide administrative support to several programmes whilst developing your knowledge and understanding 
of project/programme/portfolio management and governance.  You will have some exciting opportunities over the 
course of the apprenticeship to put this knowledge into practice, managing your own projects whilst achieving the 
standards required for the Business Administrator Level 3 apprenticeship. This role is quite varied which will give you 
the chance to tailor your experience according to the areas of work which particularly interest you. 
 
Some travel to our site in London and across the UK may be required. 

 
The Team 
This is a fantastic role working with three programme teams to deliver the Library’s 2023 Living Knowledge vision.  
You will work closely with the Everyone Engaged and Everything Available portfolio teams based in Boston Spa and 
have opportunities to learn from the British Library North portfolio:   
 

1. Everyone Engaged has a strong focus on engagement and wants to make the British Library a place for 
everyone.   

2. Everything Available has a strong technical focus and aims to improve our services to researchers, 
particularly making our digital content available more widely. 

3. British Library North has a strong infrastructure focus and is developing plans to renew our site in Boston 
Spa and create a new public-facing presence in the North.   

 
You will get to work with, and develop an understanding of, project/programme/portfolio roles such as: Programme 
Managers, Project Managers, Business Analysts and Business Change Managers. You will learn how these join up to 
deliver an overall strategic vision. You will also gain a broad experience through working with people (both inside 
and outside the Library) across a wide range of areas including education, marketing, technology and many core 
library disciplines. 
 
Main Tasks 
When you start in this role you may not have done a lot of the tasks before but throughout the course of your 
apprenticeship you will be expected to do or will learn to do the following: 
 
 

 Be involved in setting and achieving your own goals and targets  

 Provide administrative support to projects and programmes:  
o Take responsibility for the maintenance of specific programme documentation under the guidance 

of the programme managers 

o Coordinate and monitor tasks of team members 

o Use Excel to analyse information, PowerPoint to produce/edit presentations, Word to create 

professional letters and proposals  

o Organising meetings and travel, taking minutes 

 Contribute to promoting the programmes;  
o Assist with the editing and coordination of internal and external content to support our 

communication plans (including but not limited to emails, blogs, Yammer, Wiki posts etc.)  

 Answer general queries over the telephone or by email from both the internal and external customer  
 

https://www.bl.uk/aboutus/foi/pubsch/pubscheme3/living-knowledge-2015-2023.pdf


 

Learn 

 Show that you have a flexible attitude and are willing to take on a range of tasks and to develop new skills; in 

your own team or other departments.  

 Develop a broad understanding of what the Library does, the services it provides and the sectors in which it 

operates and keep up to date with developments and changes by attending meetings and reading relevant 

literature. 

 Develop an in-depth understanding of the Library’s Living knowledge vision, it’s programmes, the functions, 

roles and governance of a Programme/Project structure and importance of an understanding of the 

importance of an information archive. 

 Put this knowledge into practice by developing, running and measuring the impact of projects to support the 

programmes and by creating and manipulating data sets. This could include developing a pilot screening 

programme for our Boston Spa site for Everyone Engaged and running small research and development 

projects for Everything Available.  

 
Make a Difference 

 Contribute to the Library’s culture of service and operations by adopting a welcoming and supportive 

approach in all your interactions. 

 Join us in communicating effectively across the programmes, internally and externally.   

 Support the process of collecting data, recording it and responding to it. Understanding why this is important 

and how it can help us.  

 Contribute to the continuous improvement of services.  Bring new perspectives and be confident to 

challenge our views on the thinking around the programmes and suggest new ideas and solutions. 

 
Support Us 

 Contribute to working towards programme goals. Provide high quality services and information to 

stakeholders. 

 Work with the Library’s resources, data and information in a responsible way with a keen eye for accuracy 

and detail, following instructions and set procedures.  

 Be a champion of the Library’s values and in particular join us in embracing equality, fairness and diversity. 

Ensure that this is clear in the work that you do and in your interactions with others. 

 
Minimum Requirements (essential) 
 
This role would suit you if you: 

 Are keen to learn by doing, both whilst working and in a formal setting (this might include webinars, 

seminars, courses and attending events or conferences) 

 Have an interest in the delivery of projects/programmes. 

 Have good organisation and prioritisation skills.  

 Take responsibility for your own work and take pride in completing tasks accurately and on-time.  

 Are comfortable being open about what you don’t know or what hasn’t gone quite right. 

 Have good interpersonal skills and the ability to quickly build relationships. 

 Are flexible and open to change, have a positive attitude and try to make the best of a difficult situation. 

 Can bring a diversity of perspective, new ideas and are respectful of other people’s needs, views, ideas and 

experience. 

 Are happy talking to people in person, over the phone and in writing; enjoy communicating well, and take 

pride in how you do this. 

 Are happy to work on your own and as part of a team. 

Have a GCSE (or equivalent such as Functional Skills) in both English and Maths or would be happy to study towards 
a qualification in these as part of your apprenticeship  



 

Additional Requirements (desirable) 
 
This experience and these skills are always useful to us but aren’t essential for this role: 

 Awareness of British Library services and our Living Knowledge vision 

 Some work experience – either paid or unpaid. 

 Being able to demonstrate prior experience of ‘learning on the job’. This might be through a traineeship, 

training scheme, apprenticeship or work placement. 

 Have strong IT skills or are happy to spend time developing these at the Library. 

 

Training 
 

In addition to your role specific training at the Library you will complete a Business Administrator Apprenticeship 
Standard Level 3 with the Babington Group.  This will be through a combination of mainly online learning and 
workshops. It will cover topics such as: understanding the British Library and our values, record and document 
production, decision making, interpersonal and communication skills, planning and organisation techniques, 
professional development and understanding the needs of internal and external customers.  

 

 


