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	Job Title: 
	Senior Administrator

	Department:
	London Region 

	
	Essential Criteria
	Desirable Criteria
	Assessed By?

	Education/

Qualifications.

(Skills attained through education or training)
	Educated to an NVQ Level 2 in Administration, similar or equivalent
	NVQ Level 3 Administration, similar or equivalent
	

	Proven Ability

(The knowledge skills and aptitudes needed for the job holder to perform the required job competently, these attributes will normally have been gained by exposure to work of a similar type)
	Ability to communicate sensitively and effectively with a wide range of people, both in writing and verbally.
Computer literate in a windows environment in particular word, excel and access
Experienced in drafting documents and other written materials, including correspondence.

Ability to create and maintain effective administrative systems.
Use of own initiative in problem solving as well as working as part of a team. 
Knowledge of equalities; specifically inclusion of disabled children and young people

Ability to plan and prioritise own workload effectively within tight deadlines
To contribute effectively as a member of a multi-disciplinary team 
Ability to respect confidentiality .
	.


	Application 

Interview or Test

Application 

Interview or Test

Application,
Test

Application, interview
Application

Interview

Application

Interview

Application, interview and test
Application

Interview

Application

Interview or test



	Other Requirements

(e.g. car driver)
	Occasional travel, including London

	
	Application

Interview


