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    Over a hundred years of connecting people
ADMINISTRATOR - BIRTHLINK


PERSON SPECIFICATION

· Experience in a similar role.
· Organised, accurate and thorough.
· Energetic, motivated, and enthusiastic.
· The ability to manage both time and workload to meet deadlines.
· The ability to work on own initiative.
· Team working and collaboration skills.
· Strong interpersonal and inclusive communication skills.
· PVG scheme eligibility.

QUALIFICATIONS

ESSENTIAL

· 4 standard grades or equivalent

DESIRABLE 

· Business Administration qualification. 

KNOWLEDGE & SKILLS 

ESSENTIAL
· Strong IT skills and digital fluency, including (but not limited to) the Microsoft 365 suite.
· Knowledge of navigating multiple device operating systems, awareness of databases. 
· Knowledge of good practice and GDPR principles for record-keeping. 

DESIRABLE 
· Awareness of finance operating systems
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