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Fairfield Independent Hospital 

Person Specification   

Post:

Admissions Administrator





Band:   
B


	Attributes
	Essential
	Desirable
	Method of Assessment



	Education/Qualifications


	· General Education to GCSE level to include English & Maths Grade C or above.

	· IT qualification 


	· Application Form

	Knowledge


	· Microsoft Office
	· Hospital Administration
	· Application/Interview

	Experience


	· At least two years’ administrative experience

	· Previous experience in a medical environment.

	· Application/Interview




	Skills and Abilities


	· Excellent customer service skills

· Good written and verbal communication skills

· Attention to detail and be able to work under pressure. 
· Good interpersonal skills.

· Maintenance of patient confidentiality

· Ability to be flexible with shift pattern
· Ability to work either independently using initiative or as part of a multi-disciplinary team. 


· Adaptability.
· I.T. skills
· Numeracy skills 


· Ability to problem solve
· Proven ability to organise, prioritise and manage a defined workload.
· Reliability
· Ability and willingness to undergo further training as required


	· Ability to use iSOFT
	· Interview

· Interview


· Interview



· Application Form

· Interview


· Interview


· Interview

· Interview



	Personal Attributes 


	· A friendly, sympathetic and non-judgemental attitude.
· Approachable, polite and cheerful manner.

· Diplomatic and able to communicate with all disciplines

· Assertive
· Smart appearance 

· Good general health 
· Good time-keeping
	
	· Interview

· Interview


· Interview


· Interview

· Interview

· Occupational Health Check
· Interview
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Job Description – Admissions Administrator





Page 2 of 2 


