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[bookmark: _GoBack]Job Specification –Administrator [based at Taff Housing Association]
up to 6 months placement

Duties
· Answering the telephone
· Filing, photocopying and maintaining/updating administrative systems
· Word processing, maintaining monitoring systems, and updating computer records
· Managing diaries and taking notes of meetings
· Assisting with covering reception
· And any other reasonable duties


Essential skills
· Good numeracy and literacy skills
· IT literate – able to use word and excel
· Good communication skills
· Ability to be calm and polite when under pressure
· Able to keep information confidential
· Able to record and pass on information accurately


Equipment that will be used
· Computer
· Telephone
· Photocopier


Training
· On the job training and attendance at relevant courses.


Taff Values
· Accountability
· Equality
· Flexibility
· Openness
· Professionalism
· Quality

An Employment & Training project delivered in partnership with the following organisations
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