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JOB DESCRIPTION

	Post
	Business Admin Apprentice (Fund Administration)
35 hours per week.  Fixed term – 2 years.

	Duties and Responsibilities
	As a modern apprentice you will earn as you learn and gain a professional qualification. This role gives you the opportunity to gain business administrative experience – with a particular focus on the Chamber’s business and community benefit fund portfolio – while undertaking workplace training to gain an SVQ in Business and Administration.
This is a full-time post – 35 hours per week.
Typical duties will include, but are not limited to:
1. Providing day-to-day administrative support for the Chamber’s business and community benefit fund portfolio, including processing grant and funding applications, maintaining accurate application and award records, and supporting financial administration and reporting.
2. Assisting with the organisation and minuting of fund panel/committee meetings, and liaising professionally with applicants, panel members and community groups.
3. Maintaining and updating fund databases and trackers, ensuring accurate and up-to-date records of applications, awards, payments and monitoring reports.
4. Supporting compliance and audit processes for fund programmes, ensuring documentation is complete, accurate and correctly filed (physical and digital).
5. Greeting/managing/recording visitors, handling the phone lines, screening calls, taking messages.
6. Provision of general office services such as mail handling/photocopying/scanning.
7. Filing and maintenance of records, both physical and digital.
8. Assisting with event/meeting planning across the Chamber’s wider activities.
9. General admin duties as and when required – i.e. database updates, creation and distribution of internal and external communications, social media/website updates, minutes.

	Location
	The post will be office based at North Highland Chamber of Commerce’s office, Naver House, Thurso.




PERSON SPECIFICATION

	Post
	Business Admin Apprentice (Fund Administration)



	Attributes

	1. Education and Qualifications
	· Good level of written, verbal and numeracy skills
· Good organisational skills
· Good broad education
· National 4/5 English (or equivalent)
· An interest in finance or numeracy relevant to fund administration is an advantage

	2. Attributes
	· Personable and friendly
· A commitment to take responsibility for self-development
· Flexible
· A positive ‘can do’ attitude
· Trustworthy and reliable
· Respect for confidentiality, particularly when handling sensitive applicant and financial information
· Ability to work as part of a team

	3. Skills/Abilities Required for Post
	· A track record of high levels of attendance and punctuality
· Competent in computer literacy, including Microsoft Office (Word, Excel, Outlook)
· Accurate and detail-focused, particularly when maintaining fund records and financial information
· Capable of receiving and implementing written and verbal instructions
· Good interpersonal and communication skills
· Ability to deliver tasks and work to deadlines
· Committed to completion of the apprenticeship






How to Apply
Please send a full CV along with a supporting letter indicating why you are the best applicant for the post. The letter should give examples of how you have demonstrated the attributes and skills listed above.
CV and letter should be e-mailed to Trudy Morris, Chief Executive
recruitment@northhighlandchamber.com
Closing date is 1 September 2026

About North Highland Chamber of Commerce

North Highland Chamber of Commerce is a membership organisation with some 300 members.  These members are predominantly North Highlands based though there are several members who are based out with the area.

North Highland Chamber of Commerce is a dynamic and influential organisation that serves as the voice of the business community in the North Highlands, a region known for its rich heritage, stunning landscapes, and entrepreneurial spirit. Established to foster economic growth and collaboration, the Chamber connects businesses of all sizes and industries, providing them with the tools, resources, and advocacy needed to thrive in a competitive marketplace.

With a commitment to supporting local enterprises, North Highland Chamber of Commerce offers a wide range of services, including networking opportunities, business advice, training programmes, and promotional initiatives. It acts as a bridge between business, government, and the wider community, ensuring that the interests of its members are represented, and that the North Highlands remain a vibrant place to live, work, and invest.

The Chamber also plays a key role in driving innovation and sustainability in the region, helping businesses adapt to evolving challenges and seize new opportunities. Through its events, partnerships, advocacy efforts and work to develop young people, North Highland Chamber of Commerce continues to champion the success of its members while contributing to the economic and social vitality of the area. 

The Chamber is a Scottish Living Wage Employer.
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