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Person Specification
Healthwatch County Durham Administration Officer 
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Identification 
Code

	Education & Training
	Essential
	Desirable
	I = Interview

A = Application Form

	A sound basic education 
	· 
	
	A & I

	NVQ Level 3 in Business Administration or equivalent by experience
	· 
	
	A

	Level 2 IT key skills or equivalent by experience
	· 
	
	A & I

	First Aid qualification
	
	· 
	A

	Health & Safety qualification
	
	· 
	A

	Skills/Competencies 
	
	
	

	Excellent organisational and time management skills
	· 
	
	A & I

	Strong interpersonal skills
	· 
	
	A & I

	An ability to prioritise and produce accurate information to meet deadlines
	· 
	
	A & I

	An ability to support social media marketing
	· 
	
	A & I

	Excellent IT skills including Microsoft Office
	· 
	
	A & I

	Strong verbal and written communication skills
	· 
	
	A & I

	An ability to maintain confidentiality
	· 
	
	A & I

	An ability to work as part of a team
	· 
	
	A & I

	Self-motivation and an ability to work without direct supervision
	· 
	
	I

	Experience
	
	
	

	Minimum 2 years’ experience of working within a busy administration/office environment
	
	· 
	A & I

	Experience of maximizing digital PR and marketing opportunities to increase awareness and visibility
	· 
	
	A & I

	Experience of minute taking and providing support at meetings
	· 
	
	A & I

	Experience of dealing with external organisations and members of the public
	· 
	
	A & I

	Experience of working with administrative systems and procedures
	· 
	
	A & I

	Experience of managing a varied workload
	· 
	
	A & I

	 Knowledge
	
	
	

	Sound customer services knowledge and understanding
	
	· 
	I

	Sound administrative knowledge and understanding
	· 
	
	I

	Personal Qualities
	
	
	

	Able to communicate in a professional manner
	· 
	
	I

	Sense of humour
	· 
	
	I

	A reliable, flexible approach
	· 
	
	I

	An good understanding of equality and diversity
	· 
	
	A & I

	Commitment to development and training
	
	· 
	A & I

	Able to attend meetings and events around County Durham when required
	· 
	
	A & I
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