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Duties will involve (but not limited to): 
 
 Processing of data in line with department 

procedures and as allocated by the Data 
Processing Line Manager or his nominated 
deputy. 

 Support and assist the Data Processing Line 
Manager in achieving the daily work 
schedules.  

 Ensure that personal responsibility is taken for 
ensuring the daily output targets are met.  

 Carry out quality checking procedures for own 
work as well as assisting with checking of 
colleague’s work, achieving the quality targets 
set.  

 Liaise with the Data Processing Line Manager 
or his nominated deputy to resolve any 
queries.  

 Produce reports and counts according to 
instructions.  

 Record variances.  
 Report any technical issues that may affect 

the schedule and time scales of outputs to the 
Data Processing Line Manager or his 
nominated deputy.  

 Close job bags as per procedures.  
 Assist other members of the team as and 

when required.  
 Carry out other tasks and duties appropriate 

for the job role when requested, to help with 
the smooth running of the department. 

 
 
 

Xerox– Learner Case 
Study 

To find out more or to get involved, please 

contact Hawk Training on 020 8891 0992 

www.hawktraining.com  

  

Success Story  
Xerox 

Apprentices   

Jo Diss, former Business and Administration apprentice 
 
Jo says, “When I left school, I took a gap year with the intention 
to take up a place at Winchester University. After a year of 
working and the implementation of higher university fees, I 
decided I no longer wanted to go to university and be faced with 
over £27,000 of debt. An apprenticeship appealed to me as it 
would allow me to earn money and also gain qualifications while 
working full-time.  
 
Since starting my apprenticeship at Xerox, my confidence has 
grown considerably. I feel confident on the telephone and 
confident meeting and working with new people. I have made a 
big contribution to Xerox, I am helping the business grow by 
working on bids for new business. I am also helping to retain 
existing customers when working on a renewal bid. These are 
identified as the business’ core objectives to grow revenue. 
 
This apprenticeship has opened my eyes to new jobs.  
I wasn’t aware that the job I do now existed but, I really  
enjoy it. Previously I wasn’t sure where to go with my  
career, I now have a good idea what I see myself doing  
in the future.” 
 

 
“Jo Diss, Lewis Bonner and 
James Rowley have all 
secured permanent 
positions in the business and 
are succession planned for 
greater things in the future. 
 
For Xerox the investment is 
not necessarily a financial 
one, but an investment in 
rising talent.” 
 
Sarah Dykes, Business Lead for the 

LEO Service Delivery 

Apprenticeship Programme,  

Xerox 



 

 
 

 

 

  

 
 

 

 

 

 
 

 

 

 

 
 

 

 

 

 
 

 

James Rowley, former Business and Administration 
apprentice 
 
James says, “I always knew that I didn’t want to go to 
university. I wanted to earn and learn so an 
apprenticeship was ideal for me. 

 
Throughout my apprenticeship I always felt like I was 
contributing towards the organisation, purely because 
Xerox put me into real jobs with responsibility. I was 
often involved in projects that would improve internal 
processes to increase efficiency. I had the opportunity to 
bring in fresh ideas and look at new ways of working as 
well as helping the organisation on a day-to-day basis.  
 
I have just achieved my future plan of moving into the 
sales department. I am now a Client Manager working in 
the health sector and I love it! Using the skills and 
qualifications I gained during my apprenticeship meant I 
was able to take the next step up and now I have a role 
that requires a degree level qualification. Building a 
network was key and from this I have at least one 
contact in the different areas that the Sales Department 
communicates with on a regular basis.” 
 

 

Lewis Bonner, former Business and Administration 
apprentice 
 
Lewis says, “I looked at the apprenticeships website 
and heard about the apprenticeship scheme at Xerox 
directly.  
 
The apprenticeship has dramatically increased my 
confidence. I have engaged with different teams and I 
have increased my knowledge in business. I am now 
able to take a step back and utilise what I have learnt 
by implementing certain processes to improve 
efficiency within the day to day operations.  
 
The apprenticeship gave me the opportunity to learn 
within a global organisation and expose me to the 
corporate world which has given me great aspirations 
for the future. In the future, I would like to continue 
with my education with the possibility of moving onto 
the next level.  
 
For now I would like to pursue my career with Xerox. 
I am excited by what they have to offer me and the 
investment they have given me. I have a keen interest 
in technology and sport and hope that one day I can 
combine the two, possibly within a business of my 
own.” 
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