
 

      

                   

Please note this vacancy bulletin is updated regularly - contact the Opportunity Sheffield team if you require further information 

around any role. Please include the vacancy reference number of the position you wish to apply for in your email. 

 
Various Local 

Authority Primary, 
Secondary and 

Special Schools in 
Sheffield. 

 
Specific vacancies 
to be confirmed. 

 
Apprentice Teaching 

Assistants 
 

Ref: VAC2020102054 
 
 

 
Sheffield City Council is looking to recruit enthusiastic Apprentice Teaching 
Assistants to fill vacancies across a number of schools in the Sheffield area.  
 
As an Apprentice Teaching Assistant, you will receive training which will enable 
you to provide support to teachers and pupils and support for the curriculum and 
school.  
 
Hours - 35 hours per week, Monday to Friday, term-time only 
Pay - £5.08 per hour 
 

 
Sheffield S7 

 
Apprentice Legal 

Administrator 
 

VAC2019101740 

 
A niche Sheffield Solicitors firm specialising in wills & probate, elderly issues, tax 
planning & trusts, residential & commercial conveyancing work is looking to recruit 
an Apprentice Legal Administrator to assist all departments with day-to-day 
administration. 
 
Responsibilities - opening and distributing post, delivering and scanning 
documents, photocopying, typing notes and letters from dictation, archiving, and 
storage of client files and documents 
Skills needed - excellent communication, ability to work flexibly, team player 
Requirements - GCSE grade 4/C or above in Maths, English and ICT  
Hours - 35 hours per week, Mon-Fri 9am-5pm 
Pay - £4.15 per hour (National Minimum Wage for Apprentices) 
 
 



 

      

 
Sheffield, S1 

 
Apprentice Business 

Administrator 
 

VAC2020102056  

 
A busy recruitment agency is looking to recruit an Apprentice Business 
Administrator. You’ll be working alongside the managing director to learn all 
aspects of the administration of a recruitment business, learning about recruiting 
strategies and building relationships. Recruitment consultants have the skills of 
salespeople and head-hunters so you will be learning how to adapt these qualities.  
 
Skills needed - willing to learn, customer service, communication, confident and 
pleasant personality, well-organised, ability to work with targets 
Hours - 37.5 hours per week, Mon - Fri 9am-5pm  
Pay - £4.15 per hour (National Minimum Wage for Apprentices) 
 

 
Sheffield, S9 

 
Commercial Apprentice 

 
VAC2019101511 

 
A leading UK sheet piling stockholder is looking to recruit a Commercial 
Apprentice. The company provides steel sheet piling and related products, and 
complementary added value services to the civil and contracting industry.  
 
Responsibilities - the role will initially rotate through various business processes 
including, commercial, order handling, customer service, transport planning, 
inventory control, business administration, invoicing, purchasing and data entry. 
Skills needed – strong negotiator, good IT skills including Microsoft Office, strong 
communication and listening, problem solving 
Requirements - 5 GCSE's or equivalent including English, Maths & Science 
Hours - 37 hours per week, Mon to Fri 
Pay - £4.50-5.50 per hour  
 

 
Sheffield, S9 

 

 
Technical Design 

Apprentice 
 

 
A long-established company which can trace its roots to the 1920s (when it 
designed and built the Winco-Stringer motorcar, which was at the forefront of 
technology of the day) is looking to recruit a Technical Design Apprentice. The 

https://sheffieldmps.iconiprogression.com/EditTransaction.aspx?nActionId=2&strRef=ORG2020103263


 

      

VAC2020102074 apprenticeship includes training on and use of AutoCAD, and/or Solidworks 
together with Microsoft Office (Outlook, Word, Excel)  
 
Responsibilities - plotting and filing of client and drawings, answering the 
telephone and emails, customer support where required 
Skills needed – understanding/use of Excel spreadsheets & Microsoft Office  
Requirements - good standard of general education (GCSE passes in Maths, 
English & Product Design or equivalent). A-Levels desirable but not essential 
Hours - 37 hours per week, Mon-Fri 8:30am-5pm  
Pay – £4.15 per hour (National Minimum Wage for Apprentices) 
 

 
Sheffield, S9 

 

 
Apprentice Business 

Administrator 
 

VAC2020102062 
 

 
A long-established company which can trace its roots to the 1920s (when it 
designed and built the Winco-Stringer motorcar, which was at the forefront of 
technology of the day) is looking to recruit an Apprentice Business Administrator. 
 
Responsibilities - typing quotations onto a word document, inputting orders & 
producing invoices on Sage accounts system, producing despatch labels for 
deliveries and book in prior to despatch, ensuring stock of packing labels are 
replenished, monitoring stationery, matching delivery notes to purchase orders, 
entering supplier invoices onto accounts system, downloading proof of deliveries 
from carrier systems, approving transport invoices, covering reception, emailing 
information using Outlook, filing, general ad hoc duties 
Skills needed - team working, communication, customer service  
Requirements - ideally the candidate has a good standard of Maths and English, 
Grade 4 and above 
Hours - 37 hours per week, Mon-Thurs 8am-4:30pm; Fridays 8:00am-3:30pm  
Pay - £4.15 per hour (National Minimum Wage for Apprentices) 
 
 



 

      

 
Staveley, S43 

 

 
Legal Administration 

Apprentice 
 

VAC2020102063 
 

 
A long-established solicitors and conveyancing firm serving the communities of 
Staveley, Chesterfield, Kiveton Park and Sheffield is looking to recruit a Legal 
Administration Apprentice to provide main reception cover. 
 
Responsibilities - answering phone and greeting clients, taking documents from 
client and distributing appropriately, scanning/faxing/photocopying, booking 
appointments, taking card payments, making accurate attendance notes.  
Skills needed - attention to detail, strong communication skills, ability to manage 
workload, organisation, friendly attitude 
Requirements - Grade 4 or above in Maths and English 
Hours - 35 hours per week, Mon-Fri 9am-5pm (1-hour unpaid lunch) 
Pay - £5 per hour 
 

 
Sheffield, S7 

 

 
Lettings Administration 

Apprentice 
 

VAC2020102075 
 

 
A busy and growing sales and lettings agency in Sheffield is looking to recruit a 
Lettings Administration Apprentice. This unique role is based in Sheffield with the 
successful candidate joining a small, friendly office-based team. The employer is 
seeking an individual with an interest in letting/estate management who can assist 
with the administration of property lettings, undertake general office admin work 
and provide personal administrative support for the property management team.  
 
Responsibilities - dealing with customer’s queries and complaints, escalating 
where necessary, collation of job sheets, data entry of the work carried out,  
communication with manager, customers and operatives to ensure accuracy, 
accept delivery of materials ordered, processing and checking invoices, keeping 
accurate and up-to-date Health & Safety compliance records, assisting with 
maintaining the schedule of contracts and permits to work  
Skills needed – good IT and communication, flexible/adaptable working approach 
and ability to remain calm under pressure, ability to work as part of a team but 



 

      

show individual accountability, willingness to learn new tasks and the ability to take 
on and accept responsibility  
Requirements - Grade 4 (or equivalent) or above in Maths, English and ICT 
desirable 
Hours - 35 hours per week, Mon-Fri 9.30am-5pm 
Pay – £4.15 per hour (National Minimum Wage for Apprentices) 
 

 
Sheffield, S1 

 
Business Admin 

Apprentice 
 

VAC2020102009 

 
There is an opportunity to work for a producing company formed in 2012 to create 
exceptional world-class African theatre for the British and international stage, with 
imaginative flair. Based at The Crucible at Sheffield Theatres. The chosen 
candidate will be working across the company’s activities - from projects, sales and 
service through to accounts - to develop a range of skills and talents with 
continuous college and in-house training. 
 
This job will be of particular interest to young people from a BAME background. 
 
Responsibilities – supporting both the Artistic Director and the General Manager 
in providing an efficient and effective service within the main office functions. 
Skills needed - reliable, self-motivated, hungry to learn, punctual with excellent 
time keeping, IT, administration, communication (both written and oral, including 
listening), excellent telephone manner, organisation, attention to detail, 
adaptability, improvisation, team player, eager and ambitious to learn 
Requirements - GCSE English and Maths ideally 
Hours - 37.5 hours per week, Mon to Fri 9am-5pm 
Pay – £4.15 (National Minimum Wage for Apprentices) 
 

 


