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Pioneering Care Partnership

Person Specification


                 Wellbeing for life Administrator 
	       
	Essential
	Desirable
	I = Interview

A = Application Form

	Education and Training
	
	
	

	NVQ level 3 in Business Administration or equivalent 
	· 
	
	A

	Level 2 IT Qualification or equivalent 
	
	
	A

	A sound basic education and commitment to further training
	· 
	
	A

	Skills/Competencies 
	
	
	

	Excellent organisational and time management skills 
	· 
	
	A/I

	Excellent IT skills including Microsoft Office 
	· 
	
	A/I

	Strong verbal, written and interpersonal communication skills 
	· 
	
	A/I

	An ability to maintain confidentiality 
	· 
	
	A/I

	An ability to work as part of a team 
	· 
	
	A/I

	Self-motivation and an ability to work without direct supervision 
	· 
	
	I

	An ability to prioritise and produce accurate information to meet deadlines
	· 
	
	A

	Experience
	
	
	

	Experience of administration/office based work 
	· 
	
	A/I

	Experience of dealing effectively with large teams 
	
	· 
	A/I

	Experience of managing a varied workload 
	· 
	
	A/I

	Experience of writing reports and minute taking 
	
	· 
	A/I

	Knowledge
	
	
	

	Knowledge of administrative systems
	· 
	
	I

	Personal Qualities
	
	
	

	Able to communicate in a professional manner 
	· 
	
	A/I

	A reliable, flexible approach 
	· 
	
	I

	Commitment to development and training 
	· 
	
	A/I
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