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PERSON SPECIFICATION
Admin/Resource Worker


Knowledge and qualifications

Essential					 Desirable

	Experience of working in a busy team, fulfilling a range of admin duties

PC keyboard skills, including database and spreadsheet applications

Notetaking skills 

Audio typing
	Customer/client service experience


Experience of working with NHS IT systems 

Working in a hybrid setting as part of a remote team




Skills	

Interpersonal		Excellent verbal, telephone and written communication skills. Experience of working as part of a team.

Planning and organising 	Ability to manage own time effectively and prioritise workloads.
		Ability to work on own initiative and as part of a team.
Ability to work under pressure and to meet deadlines.
		Records and document management, diary management, meetings and appointments.

Products		Knowledge of standard layouts employed in preparing minutes, reports, general correspondence.

Financial 		Basic bookkeeping, balance sheets and petty cash system management.


Knowledge of data   		Across all areas of practice and in accordance with 
protection &		company policy.
confidentiality
		
IT		Should have excellent IT skills and be very familiar with 
Microsoft Office, including Excel and PowerPoint, and other relevant software applications.

Other		Commitment to undertake further training as necessary.
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