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	Responsible to
	Senior Administrator

	Salary
	£15,613 (point 10 NJC scale)

	Hours per week 
	37.5

	Annual Leave per annum
	25 days per annum (pro rata)

	Main base 
	Self Help, Oakland House, Talbot Road, Manchester, M16 0PQ

	Contract
	Permanent

	Level of DBS check
	Standard



Person Specification - Administrator
The successful candidate must be able to demonstrate that they meet all the following points;
Key – Method of Assessment;    A = Application form; I = Interview; T= Test	

	Area
	Method of Assessment
	Essential-  Desirable

	1. 	Employment Experience	
	
	

	1.1 Experience of working in a busy office environment and managing a demanding work load 
	A/I
	Essential

	1.2 Experience working in a service that works with  
clients in Primary Care or a Health Care setting 
	A/I
	Desirable

	1.3 Experience of diary management and dealing with 
members of the public from different sectors and communities
	A/I
	Essential

	2.	Educational Background/Training	
	
	

	2.1	High level of literacy demonstrating attention to 
          Detail and accuracy
	A/I
	Essential

	2.2	High level of computer literacy (Word, database 
          Experience, outlook email & calendars, PowerPoint, 
          Excel)
	A/I
	Essential 

	3	Knowledge					 
	
	

	3.1     Knowledge and understanding of Common Mental 
         Health Problems 
	A/I
	Desirable

	4	Skills						 
	
	

	4.1    Well developed skills in the ability to communicate 
         Effectively orally and / or in writing
	A/I/T
	Essential

	4.2     Excellent Team working skills 
	A/I
	Essential

	4.3     Excellent administrative skills: data processing,                   multi-tasking, telephone manner
	A/I
	Essential 

	4.4     Customer care 
	A/I
	Essential

	4.5     Ability to produce documents to a professional    standard
	A/I
	Essential

	4.6     Ability to manage own workload
	A/I
	Essential

	4.7     Ability to work on own initiative  
	A/I /T
	Essential

	5         Personal
	
	

	5.1      Experience and understanding of Mental Health 
          services
	A/I
	Desirable

	5.2      A desire to work within 3rd sector organisations
	A/I
	Essential

	5.3 Demonstration of empathy and value to those experiencing Common mental health distress
	A/I
	Essential

	5.4 Personal experience of managing common mental health Problems (not essential) 
	A/I
	Desirable 

	5.5 Willingness to support colleagues and assist wherever possible 
	A/I
	Essential

	5.6 Personal resilience and flexible attitude in the face of difficulties
	A/I
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