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At TRS Training Ltd we go further in understanding fully what it is that our 
employer clients want to achieve from their training.  We work as their 
partner in delivering on that vision, developing stronger employees who 
work well as individuals and as part of a team.

This is an entry-level apprenticeship which provides the foundation knowledge, 
skills and experience for the role of Supply Chain Operator (Traffic Office) within 
occupational areas in the Supply Chain industry.

ROLE REQUIREMENTS
Traffic Office Clerks are primarily responsible for managing 
the movement of goods for a variety of customers across all 
sectors, and as such their customer base will range from large 
global organisations to sole traders and private customers in 
local areas, depending on their organisation.

Traffic Office Clerks communicate and come into contact with 
a wide range of people and customers and have a passion to 
meet customers’ expectations by providing a quality service 
that encourages repeat business, showing drive and energy 
even when challenges arise. Individuals in this role are highly 
competent in using industry-recognised systems and associated 
services within their industry sector and are able to work under 
pressure to tight deadlines, with excellent time management 
skills.  They are proactive and meet agreed commitments and 
expectations, taking responsibility for their own actions and 
doing the right thing.

DURATION
 
The duration of this apprenticeship is minimum 12 months 
followed by an end point assessment, which includes an 
observation in the workplace and a knowledge and behaviours 
test. Apprentices will need to have achieved English and maths 
at Level 1 and have taken the test at Level 2 before being 
entered for the end point assessment.

EMPLOYER COMMITMENT
 
Employers must be prepared to provide apprentices with the 
opportunity to carry out work and be part of projects which 
will enable them to produce substantial evidence towards 
their qualification.  This will be delivered during the 20% off the 
job training. Employers will be required to participate in joint 
reviews of the learner’s progress at regular intervals throughout 
the apprenticeship. This ensures continued and positive 
progress and provides the opportunity to discuss and agree 
how any issues are to be resolved and how additional stretching 
and challenging activities can be included.Employer guide to 

apprenticeships 

 

What is an apprenticeship? 
An apprenticeship is a genuine job with 
an accompanying assessment and skills 
development programme. It is a way for 
individuals to earn while they learn gaining 
valuable skills and knowledge in a specific 
job role. The apprentice gains this through 
a wide mix of learning in the workplace, 
formal off-the-job training and the 
opportunity to practise new skills in a real 
work environment. Apprenticeships 
benefit employers and individuals, and by 
boosting the skills of the workforce they 
help to improve economic productivity.  

How do they work? 
Apprentices must spend at least 20% of 
their time on off-the-job training, however, 
they may need more than this if, for 
example, they need training in English and 
maths. It is up to the employer and 
training provider to decide how the off-
the-job training is delivered. It may include 
regular day release, block release and 
special training days or workshops. It must 
be directly relevant to the apprenticeship 
framework or standard and can be 
delivered at the apprentice’s normal place 
of work as long as it is not part of their 
normal working duties. It can cover 
practical training such as shadowing, 
mentoring, industry visits and attending 
competitions.  
On-the-job training helps an apprentice 
develop the specific skills for the 
workplace and they should be supported 
by a mentor.  

Once an apprentice completes their 
apprenticeship they should be able to 
demonstrate that they can perform tasks 
confidently and completely to the standard 
set by industry.  

Apprenticeship levels 

 

Who are they for? 
Individuals over the age of 16, 
spending at least 50% of their 
working hours in England over the 
duration of their apprenticeship and 
not in full-time education can apply 
for an apprenticeship.  

Employers can offer apprenticeships to 
new entrants or use them to grow talent 
from among current employees.  

Apprenticeships equip individuals with 
the necessary skills, knowledge and 
behaviour they need for specific job 
roles, future employment and 
progression.  

Benefits of hiring apprentices 
Hiring an apprentice is a productive and 
effective way for any business to grow 
talent and develop a motivated, skilled 
and qualified workforce.  

Employers who have an established 
apprenticeship programme reported 
that productivity in their workplace had 
improved by 76% whilst 75% reported 
that apprenticeships improved the 
quality of their product or service. 

Other benefits that apprenticeships 
contribute towards include:  
– increasing employee satisfaction 
– reducing staff turnover 
– reducing recruitment costs 

 
 

 

 

 
Employer responsibilities 
There must be a genuine job available with 
a contract of employment long enough for 
an apprentice to complete their 
apprenticeship. Employers must pay an 
apprentice’s wages and the role must help 
them gain the knowledge, skills and 
behaviours they need to achieve the 
apprenticeship with support from the 
employer. 

Employers can select a training provider 
from the Register of Apprenticeship 
Training Providers and agree a total price 
for the cost of training and assessment. For 
an apprenticeship standard, this should 
include the cost of the end-point 
assessment which must be agreed with the 
provider selected from the Register of End-
Point Assessment Organisations.  

Employers need to have: 

–  an apprenticeship agreement in place 
with their apprentice for the duration of 
the apprenticeship  

– a commitment statement signed by the 
apprentice, their employer and the 
provider  

– a written agreement with providers, for 
employers who pay the apprenticeship 
levy and use the apprenticeship service, 
they will need to have a contract for 
services with their main provider  

– an apprenticeship in place for at least 
one year  

– the apprentice on the correct wage for 
their age, for the time they are in work, 
in off-the-job training and doing further 
study  

Name Level Equivalent educational level  

Intermediate 2 5 GCSE passes 

Advanced 3 2 A level passes 

Higher 4, 5, 6 and 7 Foundation degree and above 

Degree 6 and 7 Bachelor’s or master’s degree 

There are various levels of apprenticeship available 



GOVERNMENT FUNDING
 
This apprenticeship attracts government funding.  TRS Training 
Limited is able to access funding for levy and non-levy paying 
organisations.  

TRS Training Ltd can deliver this apprenticeship programme 
throughout the UK.

TRAINING STRUCTURE
 
Apprentices will attend 20 half day theory sessions which are 
delivered via a virtual classroom in their workplace.  They will 
receive one to one tuition, guidance and support from their 
personal trainer.  They will be required to complete online 
learning modules and construct a portfolio of evidence to 
demonstrate their emerging knowledge, skills and behaviours.

LEARNING OUTCOMES INCLUDE:

• Regulations and legislation (including international where   
 relevant to role) 

• Communication techniques

• How to deal with customers and meet their expectations

• Traffic office skills

• How to plan routes and jobs, re-planning and amending jobs  
 when circumstances change

• Types of equipment and vehicle and when to use them to   
 minimise environmental impact

• Transport Management System (TMS) and other relevant 
 IT systems

• How to organise and allocate resources to jobs 

• The safe use of equipment and machinery (such as manual   
 handling equipment, vehicle and delivery systems) to provide  
 briefs to colleagues

• How to process goods when returned to base

• How to arrange vehicle maintenance and deal with any   
 related issues

• Health and safety practices

• Planning routes for safe delivery of products

• How to improve cost efficiencies and reduce environmental   
 impact of work activities 

• How to demonstrate integrity, credibility, honesty and   
 personal drive 

• Taking ownership for own performance and training,

• Achieving the best results, maintain a positive attitude and   
 approach to work even when priorities and working patterns  
 change

• How to develop a commitment to achieving all personal and  
 organisational objectives eg completing work, timekeeping,   
 personal appearance and dress code

• Making a personal commitment to minimising the effect of   
 work activities on the environment; 

• Embracing the use of technology, systems and equipment 

• Taking a positive interest in others and show a genuine   
 interest in meeting the needs of others

FIND OUT MORE
 
For further information, please contact TRS Training Limited on 
01744 809010, email us at admin@trsltd.biz, or visit our website 
at www.trstrainingltd.com. 

Unit 4 Micklehead Business Village, St Michaels Road, Sutton Manor, St Helens, Merseyside, England, WA9 4YU
Tel 01744 809010
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