                                                                                                                                                                                                             [image: image1.png]I
FAIRFIELD
INDEPENDENT

HOSPITAL
St #&L&M




Person Specification
Job Role:  Admin Assistant to Chief Nurse 
	Attributes
	Essential
	Desirable
	Method of Assessment



	Education/
Qualifications
	· GCSE – English & Maths grade C or above

· IT qualification such as ECDL or CLAIT to include

	· A recognised typing or word processing qualification


· RSA 2 Word Processing

· Knowledge of clinical governance

	Application 

	Skills/Ability/Knowledge
	· Good working knowledge of Microsoft Office with good computer skills: use of data base systems, record data using spreadsheets and Word – good typing skills.  
· Evidence of neat accurate work

· Maintain confidentiality at all times 

· High level of organisational skills with the ability to problem solve and be proactive
· Ability to work under pressure and tight deadlines
· Team worker and manage own work
Ability to use own initiative

· Effective interpersonal skills

· Motivated
· Good interpersonal and communication skills with the ability to establish and maintain working relationships.
	
	Application/Interview

	Experience
	· At least two years’ office administration experience using the above skills.

	· Experience of working within a health/public care environment

	Application/Interview

	Disposition
	· Flexible/adaptable

· Reliable

· Attention to detail

· Approachable

· Diplomatic

· Assertive 


	· A practical approach


	Application/Interview

	Physical
	· Presentable

· Good general health and signed fit by Occupational Health to perform tasks as per the Job Description.
	
	Interview & Occupational Health
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