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BUSINESS AND ADMINISTRATION APRENTICESHIPS IN THE 
CONSTRUCTION INDUSTRY 
JUNE 2019 
 

Plymouth Construction and Built Environment companies need you!  
 

Office-based roles are vital in the success of any construction company. There are many exciting 
Business Administration apprenticeship opportunities in this bulletin with fantastic employers 
including Kier Construction, Classic Builders and CMO Stores.  
 

If you have finished your Business Studies qualifications, or if you have a general interest in the 
construction industry then this could be a brilliant next step for you! 
 

The progression routes within construction are limitless- see the case study on page 2. Don’t miss 
your chance to develop your career within the construction industry! 
 

Learn more about these office roles at Go Construct: https://www.goconstruct.org/learn-about-
construction/find-the-role-for-you/career-explorer/administrator/  
 
 

Check out our website buildingplymouth.co.uk  
containing useful careers related information,  
and follow us on Social Media to keep up to  
date with Building Plymouth news and events: 

 
 
 
 

 

We also welcome you to our upcoming event  
aimed at school leavers (right). 
 
 
 
 
 
 

  

 

 
SCHOOL LEAVERS: CAREERS IN 

CONSTRUCTION EVENT 
 

Build your Career in Construction and the 
Built Environment 

 

Friday 23 August 2019 
10am-2pm 

Plymouth Guildhall 
 
Join us for this event which follows the GCSE 
and A Level results days to find your dream 
trade or technical apprenticeship, or sign up 

for further and higher education courses 
which can qualify you to join the booming 

construction industry.  
 

IN THIS BULLETIN: 
 
Page 2: Case Study 
Page 3: Kier Construction Vacancy 
Page 5: Classic Builders Vacancy 
Page 7: CMO Vacancy 
Page 9: C&P Plasterer’s Vacancy 
Page 11: KPT Timber Vacancy 
Page 13: Neal Stoneman Vacancy 
Page 15: Apprenticeship Guide 
Page 17: Building Plymouth Job Shop 
Page 18: Apprentice of the Year Awards 

 

https://www.goconstruct.org/learn-about-construction/find-the-role-for-you/career-explorer/administrator/
https://www.goconstruct.org/learn-about-construction/find-the-role-for-you/career-explorer/administrator/
http://www.buildingplymouth.co.uk/
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Did you always 
know what you 
wanted to do? 

Nope, never. I really struggled with the thought 
of committing to a career or degree to find that I 
didn’t enjoy it resulting in a lot of debt. 

What made you 
decide to get into 
administration? 

Business Administration appealed to me as I 
was undertaking an A-Level in business 
studies and liked the idea of learning and 

earning. 

What have you 

enjoyed? 

Mainly I would say learning. An apprenticeship is a 
great way to learn whilst gaining experience, and 
relating this experience to the course work and 
study. 

What happened after 
your administration 

apprenticeship? 
 

I expressed an interested in progressing into other 
departments and then secured a Management 
Trainee apprenticeship where I was on a rotation of 
paid work experience in each department. I enjoyed 
Quantity Surveying so I have progressed with this 
into a trainee QS and feel like I have truly found 
something I am passionate about. 

Do you have any advice 
for someone 

considering an 
apprenticeship? I would advise anyone who wishes to undertake an 

apprenticeship to work hard, be enthusiastic and 
ask for help if you need it. I have come to realise that 
asking questions and asking for help has made me 
more confident to speak with other colleagues, 
widening my knowledge of our business. 

Case Study: Megan 
Business Administration Apprentice to 
Assistant Quantity Surveyor 
 
Megan started her career in a Business Administration 
apprenticeship and has progressed from this onto a 
Management Trainee Apprenticeship and is now a 
Trainee Quantity Surveyor with Kier Construction.  
 
We asked her some questions about her journey so far 
and advice for others considering an apprenticeship in 
Construction and the Built Environment: 
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Administration Apprentice 
 
Location: Kier Construction, Plumer House, Plymouth 
Business Unit: Western & Wales  
 
About Kier  
As an apprentice with us, you will receive the training and support needed to 
start a career with a leading infrastructure, buildings, developments and 
housing group. Being part of Kier means living our values of being 
collaborative, enthusiastic and forward thinking. Bring your talent and 
ambition to Kier and you will be given the scope and opportunity to invest in 
your future, to build your expertise and contribute to a rich and diverse 
culture.  
 
About this opportunity: 
On this apprenticeship you will undertake a Business Administrator Level 3 
programme. Whilst undertaking your academic learning you will also be 
working alongside our experienced teams to learn hands-on, work-based skills.  
Key tasks that you will carry out in this role include: 

 Utilising various IT packages and systems including MS Office 365 

 Maintenance of electronic records and files  

 Document control  

 Collation of reports and documents 

 Meeting and greeting visitors  

 Answering incoming telephone calls 

 Ordering stationery 

 Effective and appropriate communication using a variety of methods 
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 Planning and organising room bookings, meeting agendas, travel and 

accommodation bookings and catering requirements 

 
What do we expect from you:  
Many of the skills you will need to be successful in this role will be developed 
as part of your training. However, alongside our values there are a few key 
behaviours that are desirable for this role, and as part of any selection 
assessment process you may be expected to show us how you demonstrate 
the following behaviours:  

 Willingness to learn 

 Self-motivated and organised  

 Punctual and trustworthy  

 Conscientious 

 Committed and hardworking 

 Enthusiastic 

 Forward Thinking  

 Collaborative 

 
What can you expect from us:  
You can expect access to ongoing support and guidance, together with the 
opportunity to participate in wider Kier initiatives by becoming a Shaping Your 
World Ambassador or a Kier Charity Champion.  
You can also join in with our regional Balanced Business Networks, sharing best 
practice and ideas with colleagues on the best ways to make Kier a more 
inclusive employer.  
At Kier we will commit to investing in your future and offer long-term career 
opportunities and progression.   
 
What next:  
If you are interested in this exciting opportunity, please send your CV to: 
diane.pengelly@kier.co.uk 
 
We look forward to hearing from you. 
  
We are an Equal Opportunity Employer and do not discriminate against any 
employee or applicant for employment because of race, colour, sex, age, 
national origin, religion, sexual orientation, gender identity, disability or any 
other protected characteristic.  

mailto:diane.pengelly@kier.co.uk


5 

 

Make the 
journey. 
Leave a 
legacy. 

 

 
Business Administration Apprenticeship 
 
Company location: Estover Close, Plymouth, PL6 7PL 
Salary per week: £156.00 
Hours: Monday to Friday 8.30am - 5pm. 40 hours per week 
https://www.cityplym.ac.uk/vacancies/business-administration-apprentice/ 
 
Duties include: 

 Working as part of a team providing reception and centralised administrative/clerical 

support to the directors, Contracts managers, Quantity Surveyors, Estimators, Site 

managers, Office Manager and Accounts Department as required 

 Providing office support including customer and employee support 

 Keeping well-organised files and records of business activity 

 Keeping computer databases up to date 

 Interacting with clients either on the phone or in person 

 Answering phones and connecting calls to the proper department 

 Taking phone messages and passing them on 

 Following up on business communications, billing, and ordering 

 Communicating with materials suppliers and vendors 

 Building relationships with clients 

 Sending faxes and emails 

 Preparing documents by printing, copying, and binding 

 Writing and editing company correspondence 

 Collecting and sorting post 

 Being ready for any other administrative tasks that are required 

Training: 
All training to be provided by City College Plymouth in collaboration with the 
company themselves throughout the duration of the apprenticeship. 
 
Your apprenticeship may consist of the following components: 

 NVQ Diploma 

 Technical Certificate 

 Functional Skills maths and English 

 Employee Rights and Responsibilities 

https://www.cityplym.ac.uk/vacancies/business-administration-apprentice/
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 Personal Learning and Thinking Skills 

All components will be agreed upon before the start of the apprenticeship. 
 
This apprenticeship has a duration of 12 – 15 months. 
 
Qualities and skills: 

 Proficiency with Microsoft Office software, specifically Excel, Word, Access and 

Outlook 

 An ability to communicate clearly and accurately with visitors, staff and suppliers 

face to face and on the telephone 

 Able to work well in a team or on own initiative, follow instructions and be able to 

prioritise workloads and meet deadlines in a fast paced environment 

 Level 2/Grade C or above or equivalent in mathematics and English (or expected to 

achieve) 

 
As a part of the application process, you may be required to undertake 
diagnostic assessments with City College Plymouth. 
 
Please ensure that you check your emails for a City College Plymouth 
application form, this will need to be filled and returned for you to complete 
these assessments. 
 
Until these assessments are complete your application will not be viewed by 
the company. 
 
Prospects: 
Possible progression to level 3. 
 
Construction is an industry with over 180 roles and job titles. The right 
candidate will be mentored and nurtured to realise their full potential with 
onward progression dependant on aptitude, attitude and ability. 
 
Other info: 
This vacancy is being managed on behalf of City College Plymouth who will 
deal with your application initially. 
 
Apply: https://www.findapprenticeship.service.gov.uk/apprenticeship/-410418 
 
  

https://www.findapprenticeship.service.gov.uk/apprenticeship/-410418
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Merchandising Administrator 
 
Salary per week: £187.50 
Hours: 37.5 
https://www.cityplym.ac.uk/vacancies/merchandising-administrator/ 
 
Duties: 
Are you looking for a new challenge in a rewarding role with an expanding national online 
business? cmostores.com is an online supplier of building materials, sold across four 
specialist eCommerce stores. As the company is expanding, we are seeking a self-motivated 
Merchandising Administrator to join our growing team based at our head office in 
Plymouth. 
 
This role requires a motivated individual who can adapt easily to managing various tasks and 
requirements, although full training will be given in all aspects of the duties below: 

 To prioritise and manage personal workflow  

 To add new product / product ranges to the website to increase the overall number of SKUs 

 To liaise with the Content & SEO Executive to ensure products are in the correct categories 

to maximise the SEO benefit and to minimise duplicated content 

 To oversee and ensure that attributes are added to products on all company websites 

 To ensure all images on the website are correct, including amending images 

 To ensure data sheets on company websites are correct and to add data sheets to the 

inventory when required 

 Supporting department with small item returns on the Company ebay account such as 

uploading product information, taking photos and arranging delivery with warehouse team.  

 To communicate with suppliers/people outside the company via email and on the phone, to 

obtain required information 

 When requested, to apply price changes across the company websites  

 To support the process of introducing new products and product ranges 

 Execute the updating of existing product ranges within the workflow 

 Responsible for ownership of tasks and have a flexible/adaptable approach to their work to 

meet sales targets or various deadlines 

 Undertake any relevant research, development or training as required 

 To carry out other appropriate delegated duties as required 

 

https://www.cityplym.ac.uk/vacancies/merchandising-administrator/
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Training: 
All training to be provided by City College Plymouth in collaboration with the company 
themselves throughout the duration of the apprenticeship. 
 
Qualities and skills: 
This role requires a motivated individual who can adapt easily to managing various tasks and 
requirements, although full training will be given in all aspects of the duties below: 

 Creating, reviewing and amending/updating product listings via our eCommerce admin 

system 

 Updating prices across individual products and full catalogue ranges 

 Writing descriptions and editing images (using Photoshop) to a professional standard to be 

used on our online stores. 

Requirements:  
 Educated to a minimum GCSE (or equivalent) Grade C or above in English and Maths 

 Computer Literate with an excellent knowledge of Microsoft Office (Word, Excel, Outlook) 

 Ability to use own initiative and problem solve 

 Excellent attention to detail  

 Ability to absorb new information quickly 

 Ability to plan and prioritise workload 

 Fast, efficient and accurate data entry skills 

 Excellent communication skills with a high standard of written and spoken English 

 Ability to work within deadlines 

 Willingness to learn and take on additional duties 

 The ability to work effectively within a team and independently 

 Professional phone manner 

 A strong work ethic and positive attitude 

Prospects: 
Full Time Permanent Position within the Merchandising Team  
 
Other info: 
Office based computer work, 1st floor of building so they will need to come up flight of 
stairs and there is no lift  
 
As a part of the application process, you may be required to undertake diagnostic 
assessments with City College Plymouth. 
 
Please ensure that you check your emails for a City College Plymouth application form, this 
will need to be filled in and returned for you to complete these assessments. 
 
Until these assessments are complete your application will not be viewed by the company. 
 
https://www.findapprenticeship.service.gov.uk/apprenticeship/-394232  
  

https://www.findapprenticeship.service.gov.uk/apprenticeship/-394232
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Apprentice Administrator 
 
Salary per week: £146.25 
Hours: 37.5 
https://www.cityplym.ac.uk/vacancies/apprentice-administrator-2/ 
 
Duties: 

 Answering telephone calls/dealing with queries on the phone and by 

email 

 Greeting visitors at reception 

 Typing letters and records 

 Printing and photocopying 

 Ordering office supplies 

 Updating computer records 

 Collating information for senior members of the team 

 
Training to be provided for an Apprentice Administrator 

 Shadowing colleagues prior to being set individual tasks and targets 

 On the job training/college requirements 

 On-going support from management throughout employment 

 
Training: 
All training to be provided by City College Plymouth in collaboration with the 
company themselves throughout the duration of the apprenticeship. 
 
Qualities and skills: 

 Strong IT Skills in Microsoft packages 

 Punctual 

 Clear and concise telephone manner 

 Excellent written and verbal communication skills 

https://www.cityplym.ac.uk/vacancies/apprentice-administrator-2/
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 Eager to learn and able to adapt to new responsibilities 

 Ability to work with others and also the ability to work on your own 

 Flexible and open to change 

 
Prospects: 
Following completion of Level 2, possibility of progressing onto Level 3. 
 
Other info: 
As a part of the application process, you may be required to undertake 
diagnostic assessments with City College Plymouth. 
 
Please ensure that you check your emails for a City College Plymouth 
application form, this will need to be filled and returned for you to complete 
these assessments. 
 
Until these assessments are complete your application will not be viewed by 
the company. 
 
Address: Grace Park, Maxwell Road, Plymouth, PL4 0SN 
 
APPLY: https://www.findapprenticeship.service.gov.uk/apprenticeship/-
398996   

https://www.findapprenticeship.service.gov.uk/apprenticeship/-398996
https://www.findapprenticeship.service.gov.uk/apprenticeship/-398996
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Business administration apprentice 
 
Apprenticeship Duties: 

 General office admin duties & accounts. 

 Seeing to clients at the trade counter 

 Answering clients queries politely 

 Answering the telephone 

 Filing 

 You will be taught SAGE, accounts and Sales & purchase ledgers. 

matching up to delivery notes. 

 
Requirements and prospects 
 
Desired skills 
Be proficient at Microsoft Word and Excel, good telephone manner and min 
level of English, maths and ICT 
 
Personal qualities 
We are looking for someone who is reliable and trustworthy and a good 
timekeeper. Someone neat, tidy, organised, helpful and polite. The successful 
applicant would also need to have an attention to detail and be able to offer all 
customers a good level of service and be able to fit into a small busy business. 
 
Be able to work on own initiative when trained. 
 
Desired qualifications 
Grade C minimum GCSE or equivalent in English, maths and ICT would be 
preferred but not mandatory. 
 
Future prospects 
Small family run business, friendly team, length of service is average 10 years, 
so good prospect for integral member of team. 
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Things to consider 
Due to location of our business it would be recommended that you have your 
own transport as we are located in a rural location. 
 
As a part of the application process, you may be required to undertake 
diagnostic assessments with City College Plymouth. 
 
Please ensure that you check your emails for a City College Plymouth 
application form, this will need to be filled and returned for you to complete 
these assessments. 
 
Until these assessments are complete your application will not be viewed by 
the company. 
 
Discover thousands of entry to mid-level jobs on Advance.careers. All 
opportunities - one platform, curated for you by AI-powered career assistant. 
 
Join to be discovered by 14,300+ amazing companies and get invited for your 
dream job. 
 
https://advance.careers/jobs/bc1d4abbfbf73bc5/business-administration-
apprentice-at-k-p-t-south-west-ltd  
  

https://advance.careers/jobs/bc1d4abbfbf73bc5/business-administration-apprentice-at-k-p-t-south-west-ltd
https://advance.careers/jobs/bc1d4abbfbf73bc5/business-administration-apprentice-at-k-p-t-south-west-ltd
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Business Administration Apprenticeship 
 
Salary per week: £156 
Hours: 40 hours a week. Monday to Friday 9 - 5 with a 1 hour lunch break. 
Company location: Unit 20, Burrington Way, Plymouth, PL5 3LS 
https://www.cityplym.ac.uk/vacancies/office-junior/ 
 
Duties: 
A business administration apprenticeship opportunity has arisen within Neal 
Stoneman Scaffolding to assist with the day to day running of the business 
under the guidance of 4 full time members of staff. Neal Stoneman Scaffolding, 
based in Burrington Way, have been established since 1999 offering scaffolding 
and erection services and have built up a huge clientele across the South West. 
 
This role will involve general office duties such as; 

 Answering the telephone 

 Filing 

 Reception duties 

 Typing documents 

 Obtaining prices from suppliers 

 Raising purchase orders 

 You will liaise and provide support for 4 full time members of staff with any 

administration requirements. 

Training: 
For this apprenticeship you will undertake the Level 2 Business Administration 
apprenticeship which consists of; 

 Level 2 Business Administration Diploma 

 Level 2 Business Administration NVQ 

 Employer Rights and Responsibilities 

 Personal Learning and Thinking Skills 

 Functional Skills at Level 1 in English, maths and ICT (unless GCSE grades exempt you 

from this) 

 

https://www.cityplym.ac.uk/vacancies/office-junior/
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You will need to work towards the level 2 Functional Skills following 
completion of the level 1 if your GCSE grades are not at the level required to 
exempt you from this element. 
 
This apprenticeship is 12 – 15 months long. 
 
For this apprenticeship you will need to attend City College Plymouth for an 
induction session and any exams/support sessions required for the functional 
skills. Apart from this there is no College attendance required. 
 
You will have assessor visits at the workplace every 6 weeks where your 
designated assessor will set tasks, assignments, carry out observations and 
guide you through your learning journey. 
 
If you have any questions surrounding the training within this apprenticeship 
please do not hesitate to get in touch with the College directly. Alternatively, 
this will be explained when you are invited into the College following your 
application. 
 
Qualities and skills: 

 You must have good organisation skills, be able to communicate with others easily 

and confidently and have basic typing skills. 

 Reliable and trustworthy 

 Adaptable to changing customer requirements 

 Ability to use initiative as well as work as part of a team 

 Flexible with a ‘can do’ attitude 

 GCSE grades A – D or equivalent would be desirable for this vacancy. 

Prospects: 
Any progressional opportunities will be discussed on completion of your 
apprenticeship. 
Please consider the location of this vacancy if you are reliant on public 
transport. 
 
Apply: https://www.findapprenticeship.service.gov.uk/apprenticeship/-
422087   

https://www.findapprenticeship.service.gov.uk/apprenticeship/-422087
https://www.findapprenticeship.service.gov.uk/apprenticeship/-422087
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OUR GUIDE TO FINDING YOUR APPRENTICESHIP 
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OUR GUIDE TO FINDING YOUR APPRENTICESHIP 
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VISIT US - OPEN IN SCHOOL HOLIDAYS 
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2019

 
Emma and Tom (above); all finalists (below) 

2018 

 
Megan and Isla (above); all finalists (below) 

 

2017 Finalists and Winners 

 

2016 Finalists and Winners 

 

The Building Plymouth Apprentice of the Year Awards: 
Winners and Finalists 

 Through the annual Building Plymouth Apprentice of the Year Awards we recognise and celebrate 

the fantastic trade and technical apprentices here in Plymouth and the importance of the 

construction and built environment industry for Plymouth. 
 

The past two years have recognised winners such as: 

 Emma Nichols, Advanced Level 3 in Installing Electrotechnical Systems and Equipment with T Clarke 

South West and JTL Training 

 Tom Taylor, Advanced Level 3 in Construction Contracting Operations with Shared Apprenticeships 

South West and Kier Construction at Exeter College 

 Megan Douglas-Lewis, Higher Level- Foundation Degree in Construction with Kier Construction - 

Western & Wales and City College Plymouth 

 Isla Hill, NVQ Level 2 in Plastering with Obedair Construction and CITB at City College Plymouth 
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