
 

MODERN APPRENTICESHIP & EMPLOYABILITY FUND VACANCY LIST 
 

WEEK COMMENCING:  03/09/2018 
 
MODERN APPRENTICESHIPS 

Modern Apprentice Administrator 

The range of duties and responsibilities covered by a Business Support 
Trainee are detailed below: 
 

 to work to agreed deadlines. 

 to carry out core administrative duties including, DATA INPUT, filing, 
photocopying, and to participate in the development of administrative 
procedures. 

 organising meetings as required. 

 processing purchase orders and progressing invoices for timeous payment. 

 provide simple management information reports as and when required. 

 maintain an accessible records management system using the Council's 
Records Management Policy and Retention Schedule. The post holder is 
required to encourage electronic record keeping using the Council's 
document management system. 

 identify gaps in skills and knowledge and discuss proposals for development 
opportunities with line manager. 

 be responsible for delivering an agreed programme of work and activities. 

 
https://www.myjobscotland.gov.uk/councils/clackmannanshire-
council/jobs/modern-apprentice-administrator-127861 

……………………………………………………………… 
 
Modern Apprentice Office Administrator 

 
Walton Kilgour Chartered Accountants are looking to recruit a Modern 
Apprentice, with the possibility of a progression into full time work 
dependent on performance. Duties include reception, administration & 
accountancy processing. 
 
https://www.apprenticeships.scot/vacancy-details/?refCode=117297 
 
EMPLOYABILITY FUND STAGE 3 (16-18 year olds) 
 
Placement Title:  Supermarket Assistant 
 
Location:  Tullibody 
 
Duties: The Trainee will be helping to check deliveries and stock 

levels, displaying fresh produce, keeping shelves well 
stocked with other goods and assisting customers.  

 

https://www.myjobscotland.gov.uk/councils/clackmannanshire-council/jobs/modern-apprentice-administrator-127861
https://www.myjobscotland.gov.uk/councils/clackmannanshire-council/jobs/modern-apprentice-administrator-127861
https://www.apprenticeships.scot/vacancy-details/?refCode=117297


 

Hours:  4 days per week on work placement, working flexible 
hours and some weekends. 1-2 hours per week working 
one-to-one with training officer on employability skills.   

 
Duration:  8-10 weeks; September – November 2018. 
 
 
Closing date:  Please send referrals by Friday 14th September 2018 
 

…………………………………….. 

 
Placement Title: Hospitality; Food and Drink- Trainee Waiter/waitress  
 
Location: Alloa 
 
Description: 
 
Looking for a part time assistant to join our team in Alloa, ideally suited to a 
school leaver/young person. 
 

Duties: 
 
The Trainee will work closely with the cafeteria supervisor taking orders from the 
public, serving food and drink, and helping to keep the floor running smoothly. 
 

1. Dealing with the public in a polite and helpful manner. 

2. Communicating clearly orders to the Cook via the systems in place. 

3. Serving meals, bakes, and hot and cold drinks. 

4. Cleaning tables, disposing of waste and washing dishes. 

5. Helping the Cook prepare food and meals first thing in the morning and at 
busy times. 

6. Helping occasionally with the preparation of food. 

7. Numeracy skills and cash handling.  

 
Hours: Part time, but includes weekend work and evenings. 

   
 
Duration:  4-6 weeks; September –0ctober 2018. 
 
 

Closing date:  Please send referrals by Friday 14th September 2018  
 
 

These placements could lead to a Job. 
 
 
 
 



 

 
 

 
 
For more details and to apply for any of the above EF vacancies, 
contact:    
  Marion Aitchison  marionaitchison@clacks.gov.uk  or 
  Chris Lawson  clawson@clacks.gov.uk 
 
 
Clackmannanshire Council has the following inclusive recruitment and 
selection policies and procedures in place which promote fairness, 
consistency and equality of opportunity: 
 
 

 Participants on Clackmannanshire Works programmes, including 
MA and EF programmes, may apply for internal job vacancies with 
Clackmannanshire Council.  Any suitable internal vacancies will 
be brought to a participant’s attention via the participant’s 
Vocational Training Officer. 

 
 

 The Council has implemented a Policy on the Employment of 
Disabled People and is part of the Positive about Disabled People 
initiative.  This means that disabled applicants who meet the 
necessary job requirements will be guaranteed an interview. 

 
 

 As Corporate Parent, the Council has introduced a guaranteed 
interview scheme for young people under age 26 who are or have 
been in care with Clackmannanshire Council.   Anyone who 
wishes to apply under the Clackmannanshire Council Corporate 
Parent Guaranteed Interview Scheme and who meets the 
necessary job requirements will be guaranteed an interview. 

All of our EF Stage 3 vacancies offer young people aged 16 - 18 work experience 
placements with real employers.  Placements last between 8 and 10 weeks.  
Hours are up to 30 hours per week spread over 4 or 5 days.  Training is also 
offered leading to an employability award or an industry specific qualification. EF 
trainees receive a weekly training allowance of £55 plus travel expenses over 
£3.00 (subject to eligibility).   

mailto:marionaitchison@clacks.gov.uk
mailto:clawson@clacks.gov.uk

