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KN-ADM 

Administration Assistant 

Person Specification 
 

WHAT YOU NEED TO BE AN ADMINISTRATION ASSISTANT: 
 
MUST HAVE’S 
 
1.  GCSE Mathematics and English, at grade C or above, or equivalent. 

2.  The ability to take on and deliver a range of administrative tasks. 

3.  The ability to use Microsoft Office, or other similar software, efficiently, including working 
knowledge of Excel. 

4.  Experience of working in an office environment. 

5.  Experience of maintaining an orderly filing system, paper based, or electronic, or both. 

6.  Experience of handing confidential data relating to individuals. 

7.  Experience of, or demonstrable understanding of, Human Resources related tasks, such as 
recruitment or monitoring sickness. 

8.  The ability to work as part of a small team and to work alone. 

9.  The ability to manage your own workload and to meet deadlines. 

10.  Experience of communicating with a wide range of internal and external customers. 

11.  A polite telephone manner with the ability to take and pass on messages in a professional and 
timely way. 

12.  The ability to maintain quality and to meet high standards in all areas of administrative tasks 
undertaken. 

13.  The ability and willingness to undertake training. 

14.  The ability to meet deadlines under pressure. 

15.  The ability to liaise with the People we Support, staff, families, members of the public and 
professionals. 

16.  The ability to work within relevant legislation, including Health and Safety and Employment 
legislation. 

17.  The ability to travel between sites/locations. 

 
NICE TO HAVE’S 

1. A European Computer Driving Licence, or equivalent. 

2. Experience of establishing and maintaining staff rotas. 

3. Experience of administering training and e-learning data. 

4. Stock control for Administration/Supplies. 

5. Experience of cash handling. 

6. A full UK/EU driving licence. 
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