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Person Specification- Administrator

To be assessed by:-
Essential Desirable Application | Pre- Interview
form interview
exercise
Qualifications NVQ or Yes
CLAIT
Experience Reception work Yes
Administration work
Working with Yes
community based
groups in voluntary
or paid capacity
Working in a small | Yes
team
Skills Excellent IT and Yes Yes
administrative
skills; Word, Excel,
Access
Internet, E-mail
Ability to Yes Yes Yes
communicate
effectively, orally
and in writing, with
diverse audiences
Friendly and Yes
efficient telephone
manner
Methodical and Yes Yes
systematic
approach
Ability to multi-task Yes Yes
and prioritise
Ability to work Yes Yes
flexibly and to tight
deadlines
Ability to work on Yes Yes
own initiative while
contributing as part
of a team
Minute taking Yes Yes
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Knowledge Ability to refer on to Yes Yes
other agencies and
specialists
Understanding of Yes
confidentiality
Commitment to equal Yes Yes
opportunities
Understanding of Yes
health and safety
Disposition Positive and friendly Yes
Adaptable and Yes
flexible
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