
 
 Administrator Person Specification & Assessment Criteria  

 

Area Requirements 
How 

Assessed 

 Essential Desirable   

Qualifications  Sound general education, GCSEs to include English  

 Typing:  60 wpm  

 Shorthand AF 

Knowledge and 

Experience 

 Good working knowledge of administrative practice with a minimum of 1 year. (paid or unpaid). 

 Knowledge of NHS systems/practices  

 Good knowledge of Word, PowerPoint, Excel, Outlook.  

 Knowledge or experience 

working in the field of 

Health & Social Care.  

Experience supporting a 

multi-professional team. 

AF 

Int. 

Communication / 

relationship 

 

 Excellent spoken English for accurate communication with staff at all levels of the service and outside 

organisations, colleagues and clients/carers who may be distressed. 

 Professional, friendly approach and manner to facilitate good communication and empathy, and reassure 

people where necessary. 

 Strong appreciation of need for confidentiality and security to deal with and protect highly sensitive 

information. 

 Ability to communicate information succinctly and accurately to ensure swift transition of information and 

so that there is no scope for misunderstanding. 

 Ability to deal sensitively and objectively with difficult situation, e.g. distressed/angry/ client/carers and 

where there are barriers to understanding e.g. communication problem. 

 Self-starter with ability to learn quickly 

 Effective team player both as a facilitator and a worker 

 Ability to make 

recommendations for and 

to facilitate change 

 

Int./AF/ 

Ref 

Analytical / 

judgmental 

 Ability to identify complex/contentious information and deal with appropriately.  

 Ability to accurately extract information from large bodies of text.  

 Ability to use judgement to identify urgent issues within a heavy workload. 

 Af/Int 

Planning / 

organisational 

 Ability to set priorities and manage workload on a daily basis.  

 Ability to set up and co- ordinate meetings.  

 Ability to daily organise heavy workload. 

 AF/Int 

Information 

Technology 

 Considerable knowledge of Word enabling production of well presented correspondence, reports and 

tables. 

 Considerable knowledge of Excel enabling the production of accurate spreadsheet reports and extraction of 

information for monitoring and auditing purposes.  

 Ability to use PowerPoint to produce high calibre presentations.  

 AF/Ref 


