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ADMINISTRATOR
PERSON SPECIFICATION

	ITEM
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS 
	· English/Maths at General Education Level 2 or equivalent

· CLAIT or equivalent
	· NVQ level 3, or equivalent, in Business Administration

· IBT 2 (Information business technology) or equivalent

	SPECIAL SKILLS
	· Good telephone manner

· Ability to empathise with service users

· Ability to liaise directly with trainees/applicants/members of the public and external authorities

· Excellent organisational skills

· Ability to be re-active to requests made by staff/trainees and members of the public
	

	WORK 

EXPERIENCE
	· Proven experience of working in administrative role

· Multi-functional environment administration experience

· Experience of working unsupervised

· Experience of confidentiality and handling sensitive information

· Experience of working with people with a wide range of disabilities
	· Work in a customer care environment

· Previous experience within a training/ learning organisation

· Working within an admissions team

	KNOWLEDGE
	· Excellent electronic etiquette specifically when sending emails

· Good understanding of learning organisations 
	· Knowledge of equality issues within the disability field

	SPECIAL FACTORS RELEVANT TO 

THE POST
	· Undertake any training or personal development as required

	

	COMPETENCIES
	Problem Solving: The ability to tackle problems by weighing up situations thoroughly, evaluating possible courses of action and implementing solutions

Taking Responsibility: Accept your share of responsibility for events, your performance and that of the team, taking ownership of outputs and problems.

Working Unsupervised: The will and ability to work independently and without supervision by taking responsibility for appropriate planning and decision making 
Communication: Presents ideas and/or information concisely and effectively. Demonstrates the ability to listen to others and understand them.

Resourcefulness: Demonstrates the ability to take the initiative in getting things done and has a “can do” attitude. Maintains effectiveness in a changing environment and shows willingness to respond quickly and positively to change. 


Post information:
	Display Screen User:
	Does this role use a DSE? Yes
Are they defined as a DSE user in H&S terms? Yes/No

	Criminal Records Check Required:
	Yes

Enhanced

	Lone worker:
	No (if yes, medical opinion required)

	Date created or amended:
	02/02/2012

	Signed by Manager
	
	Date:
	

	Signed by Employee
	
	Date:
	

	
	
	
	


NOTE: As this post meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974, all applicants who are offered employment will be subject to a criminal record check from the Criminal Records Bureau before the appointment is confirmed.  This will include details of cautions, reprimands or final warnings as well as convictions.  A criminal record will not necessarily be a bar to appointment
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