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Job Description 

 
Job Title: 
 

Graduate Level Apprenticeship:  
Business Administrator   

 
Reports to:  
 

 
Head of Corporate Services 

Location: 
 

Great Glen House, Inverness 
 
 

 
Context 
 
Bòrd na Gàidhlig (the Bòrd) is an executive Non-Departmental Public Body established 
under the Gaelic Language (Scotland) Act 2005. It is the principal body in Scotland 
responsible for promoting Gaelic development and providing advice to the Scottish 
Ministers on Gaelic matters, including education.  
 
The Bòrd’s vision is that Gaelic is seen and heard on a daily basis across Scotland, such 
that it is widely recognised as an integral part of Scottish life and as a national cultural and 
economic asset.   
 
Much of the Bòrd’s work focuses on developing and overseeing the National Gaelic 
Language Plan, together with assisting the development and monitoring of Gaelic 
Language Plans (GLPs) by Public Authorities.  
 
Bòrd na Gàidhlig works to promote Gaelic in partnership with the Scottish Government, 
Local Authorities, Public Bodies, delivery partners, and communities.  The National Gaelic 
Language Plan 2018-23 positions learning as one of the three priorities, with the 
opportunities and challenges for developing Gaelic education and learning clearly set out.   
Bòrd na Gàidhlig has statutory educational responsibilities under the 2005 Gaelic 
Language (Scotland) Act and the 2016 Education (Scotland) Act.     
 
This post is situated within the Corporate Services Team, and under the guidance of the 
Head of Corporate Services will provide support in the management and co-ordination of 
all aspects of the administrative functions of the organisation, including the servicing of 
Board and Committee meetings. 
 
 
 
 
 
 
 
 
 
 

http://www.gaidhlig.org.uk/en/index.html
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WHAT MIGHT A TYPICAL DAY ON THIS JOB LOOK LIKE? 

Main Duties: 
• Assisting In the delivery of an effective information governance strategy which 

ensures the organisation is fully compliant with the requirements of Public Records 
Management legislation, Freedom of Information, the GDPR and all associated 
information governance legislation. 

• To provide support in the management and co-ordination of all aspects of the 
administrative functions of the organisation, including the servicing of Board and 
Committee meetings, in compliance with Standing Orders and Terms of Reference.  

• To support the Office Manager in the management of the Register of Members 
Interests, and maintaining the master copies of the Standing Orders and Terms of 
Reference, keeping them under annual reviews. 

• To work with across the organisation to plan, organise and attend events and 
meetings. 

• Deal with miscellaneous requests for information, cascading information as 
appropriate, collating corporate returns and providing general administrative 
support. 

• To make travel and accommodation bookings, arrange car hire, book meeting 
rooms and hospitality for colleagues. 

• To ensure, and encourage across Bòrd na Gàidhlig, full compliance with 
information governance requirements within our SharePoint system. 

• To answer telephone enquiries and act as a first point of contact for Bòrd na 
Gàidhlig and to meet and greet external visitors.  
 

 
WHAT WILL I LEARN? 
Throughout the four years the candidate will be given time to work on Business 
Management qualification SCQF Level 10 at Glasgow Caledonian University.  
 
You will also learn more personal qualities such as; 

• Good communication skills, both oral and written  
• Good organisational skills  
• Good interpersonal and customer service skills  
• An ability to work using own initiative within boundaries  
• An ability to work effectively with people across a wide range of levels and 

responsibilities  
• Good team-working skills  

 

WHAT QUALIFICATIONS OR QUALITIES ARE REQUIRED? 
Please read each of the essential criteria and think about a time or an example that can 
help demonstrate your knowledge/skills - this should be clearly written/stated on your CV. 

 
Essential Criteria: 
 

• HND or degree level attainment  
• Four SQA Highers at grade B (including English and Nat 5 Maths) 
• Good communication skills, including fluent conversational and written Gaelic and 

English. 
• Competence in commonly used software e.g. Outlook, Word, Excel, Internet 

Explorer. 
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• An ability to establish and maintain good working relationships with colleagues 
across the organisation and beyond. 

• Knowledge of public administration requirements 
• Good organisational, planning and project management skills. 
• An ability to influence managers and leaders. 
• Strong analytical skills and administrative skills.  
• Positive attitude to work and willingness to learn. 

 
 
Additional Information 
 
Disclosure Scotland: 
As part of Scottish Government Baseline Security Standards, Bòrd na Gàidhlig will 
arrange a Disclosure Scotland check for all successful candidates. 
 
Closing date and time for applications: 
 
Application is by CV with examples that can help demonstrate your knowledge/skills 
against each of the essential criteria listed above.  Your CV along with equality monitoring 
information should be emailed to corporra@gaidhlig.scot by 1pm on Friday 19 July 2019 
 
Date and location for interviews: 
Thursday 25 July 2019, Inverness 
 
 
 
Grade & Salary         Grade A3 - £18,391* per annum  
                                    
                                           * salary currently under review  
 
 
Contract: 
 

 
This is a four-year apprenticeship 

 
Benefits: 
 

 
Employees with permanent contracts, or temporary contracts lasting 
3 months or more, become members of the Highland Council 
Pension Fund, unless they apply to opt out.   
 
Relocation expenses where permitted by the Bòrd na Gaidhlig’s 
policy. 
 

 
Applicants for this post should note: 
 

• This post may require travel from time-to-time, which may involve overnight stays 
away from home. 
 

 
This is a description of the job as it is presently constituted. It is normal practice to 
review job descriptions from time to time to ensure that they are relevant to the job 
currently being performed, and to incorporate any changes which have occurred or are 
being proposed.    
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