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People Apprentice – Level 3 People Professional Apprenticeship (R118) 
Newcastle upon Tyne | Hybrid | Scale 1, SCP 3, £26,017 per annum | 37 hours per week | Responsible to:  Head of People and Culture
Benefits that support you: 
✔ 11.5% employer pension 
✔ 25 days leave + three Christmas closure days 
✔ Flexible working 
✔ Enhanced family‑friendly policies 
✔ Employee Assistance Programme

About National Energy Action (NEA) 
National Energy Action (NEA) is the national fuel poverty charity. For over 40 years, we’ve worked across England, Wales and Northern Ireland to ensure that everyone can afford to live in a warm, safe and healthy home.
Millions of households still face high energy bills, low incomes and poor energy efficiency. We work with frontline practitioners, companies, regulators and governments to support vulnerable clients, raise awareness and drive lasting change. Our work tackles these challenges head on — delivering practical support, influencing policy and improving lives.
Our values guide how we work every day: we make things happen, we put people first and we lead the way. These values come to life through our behaviours — pulling together, owning the outcome and supporting one another.
Our teams are friendly, knowledgeable and passionate about what we do. We offer a supportive, rewarding workplace where you can build a meaningful career while making a real difference to people’s lives.
You can find out more about our work at www.nea.org.uk.

About the Team
This role sits within National Energy Action’s People and Culture team, part of the Support Services Directorate. The team provides People and Culture systems support across the organisation, including recruitment, onboarding, employee experience, wellbeing, systems administration and policy development. We work collaboratively with colleagues across National Energy Action to ensure an excellent colleague experience and a positive, inclusive workplace culture.

About the post 
We are looking for a motivated and committed People Apprentice to join our People and Culture Team. You will provide high-quality administrative support across the full employee lifecycle while completing the Level 3 People Professional Apprenticeship.
This is a varied and rewarding role where you will:
· Support recruitment campaigns, candidate enquiries and interview arrangements
· Complete pre-employment checks including references, DBS and Right to Work verification
· Prepare offer documentation, contracts and onboarding information
· Support new starter induction to ensure a positive onboarding experience
· Maintain accurate employee records and ensure compliance with data protection requirements
· Process contractual changes, probation documentation and family‑friendly leave paperwork
· Support flexible working administration, wellbeing initiatives and employee lifecycle processes
· Maintain People and Culture systems, trackers and databases
· Assist with engagement, inclusion, diversity and wellbeing activities
· Support staff surveys, recognition activities and culture initiatives
· Demonstrate National Energy Action’s values and behaviours in all aspects of work
· Participate fully in apprenticeship learning, training and assessments

Term and Conditions of Employment 
 
Salary: 	£26,017 per annum (Level 1, SCP 3). New appointments will usually begin at the starting point of the scale. 

Hours of work:	37 hours per week, Monday to Friday, with flexi‑time. 

Travel: 	Occasional travel may be required; TOIL arrangements apply. 

Contract: 	Apprenticeship

Holidays:	25 days plus three additional days over Christmas/New Year, plus all public holidays. 

Pension: 	11.5% employer contribution (non‑contributory). 

Other Benefits: 	Flexible working, enhanced family‑friendly benefits, eye test payments, bicycle loans, Employee Assistance Programme, employee benefits platform. 

Office: 	Hybrid working with a minimum of one day per week in the Newcastle office. Hybrid/home working is subject to health and safety and GDPR checks. 

Right to Work: 	Applicants must already have the right to work in the UK. 

Apprenticeship 
Agreement: 	The successful candidate will enter into a Training Agreement covering programme completion and post‑qualification retention.

Following successful completion of the apprenticeship, there may be an opportunity to progress to a permanent People Assistant role (Level 2, SCP 6), subject to satisfactory performance and organisational requirements.




 
How to Apply 
 
Apply online by clicking People Apprentice - National Energy Action 
Closing date: 2 November 2026
Interviews: Week commencing 9 November 2026
National Energy Action is an equal opportunities employer. We welcome applications from all individuals with the required skills and experience. Please note CVs will not be accepted as part of the application process. No agency or advertising enquiries please.
We regret that only shortlisted candidates will be contacted. If you have not heard from us within four weeks of the below closing date, please assume that your application has been unsuccessful.

 








JOB DESCRIPTION 
 
Post:	People Apprentice 

Responsible to:	Head of People and Culture 

[bookmark: _Hlk119680834]Job Purpose
To provide high-quality administrative support across the full employee lifecycle, helping to deliver an excellent colleague experience from recruitment and onboarding through to development, wellbeing and leaving employment.
Working as part of the People and Culture Team, the postholder will complete the Level 3 CIPD Apprenticeship while developing the knowledge, skills and behaviours required for a successful career in People and Culture systems. The role will contribute to creating a positive and inclusive workplace culture aligned with National Energy Action's values and behaviours.
Responsibilities:

Recruitment and onboarding

1. Support recruitment campaigns by preparing adverts, uploading vacancies, liaising with recruiting managers and monitoring applications.
2. Act as a first point of contact for candidate enquiries, providing a positive and professional candidate experience.
3. Co-ordinate recruitment activities including shortlisting administration, interview scheduling, panel arrangements and candidate communications.
4. Complete pre-employment checks including references, DBS checks and Right to Work verification in line with legislative and organisational requirements.
5. Prepare offer documentation, contracts of employment and onboarding information.
6. Support the induction of new colleagues and help ensure all new starters have a positive onboarding experience.

People administration

1. Maintain accurate employee records, ensuring confidentiality and compliance with data protection requirements.
2. Process contractual changes, probation documentation, family-friendly leave documentation and other employment-related correspondence.
3. Support the administration of flexible working arrangements, annual reviews, wellbeing initiatives and employee lifecycle processes.
4. Maintain People and Culture systems, trackers and databases, ensuring information is accurate, up to date and securely managed.

Employee experience and culture

1. Support initiatives that promote engagement, wellbeing, inclusion, diversity and belonging.
2. Assist in the administration of staff surveys, recognition activities and organisational culture initiatives.
3. Help ensure People and Culture policies, procedures and guidance remain accessible and up to date.

Team contribution
1. Work collaboratively with colleagues across National Energy Action, building positive relationships and providing excellent customer service.
2. Demonstrate National Energy Action's values and behaviours in all aspects of work:

· We make things happen
· We put people first
· We lead the way

and:
· Pull together
· Own the outcome
· Support one another
· Focus on the need
· Keep learning
· Rise to the challenge

1. Undertake apprenticeship learning, attend training and complete assignments as required.
2. Undertake other duties appropriate to the role and level of responsibility.



























Person specification
 
Post: People Apprentice
Essential 

Knowledge and experience
· Interest in developing a career in Human Resources, People or Organisational Development.
· Interest in working in an administrative, customer service or office-based environment.
· Experience of managing information accurately.
· Ability to organise competing priorities and meet deadlines.

Skills and behaviours
· Strong written and verbal communication skills.
· Good attention to detail and organisational skills.
· Good IT skills including Microsoft applications.
· Ability to build positive working relationships with a wide range of people.
· A proactive approach and willingness to learn.
· Ability to work both independently and as part of a team.
· Commitment to equality, diversity and inclusion.

Qualifications
· Five GCSEs (or equivalent) English and Maths at Grade 4/C or above, or a willingness to achieve these as part of the apprenticeship requirements.

Values
· Commitment to the aims of National Energy Action and the eradication of fuel poverty.
· Demonstrates behaviours aligned to National Energy Action's values and culture.

Desirable
	
· Previous experience in an administrative, customer service, retail, volunteering or office-based environment. 
· An interest in People and Culture systems, people, learning and development or organisational development.

Apprenticeship Requirements

The successful candidate will undertake the Level 3 People Professional Apprenticeship and will be expected to:

· Participate fully in all off-the-job learning activities.
· Complete assignments and assessments within agreed timescales.
· Apply learning within the workplace.
· Work towards successful completion of the apprenticeship standard and End Point Assessment.
· This role is supported through an apprenticeship programme. The successful candidate will be required to enter into a Training Agreement, which includes provisions relating to completion of the programme and post-qualification retention.
	
	
	



	
	
	



image1.png




