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PERSON SPECIFICATION

	Job Title: Clinical Apprentice Administrator


	Assessment Criteria
	Essential
	Desirable
	Identified

	Knowledge and Experience
	· Keyboard skills

· Experience using computer software packages 

· Have had some work experience; paid, unpaid, voluntary, school work experience placement

· Understanding of Data Protection and Confidentiality issues.
	· Advanced keyboard skills 


	

	Eligibility/Qualifications/Training
	· GCSE English and Maths A* - D or equivalent
	· Computer software package accreditation
	

	Interpersonal Skills
	· Communication Verbally – speaks confidently, conveying clear messages to a wide range of people

· Ability to follow both verbal and written instructions
· Team working – demonstrate clear commitment to the team, 

· Determined and confident

· Ability to work with others to achieve shared goals

· Demonstrate positive attitudes and behaviours, dealing with people, problems and situations with honesty and integrity, respecting diversity 

· Commitment to undertake and complete learning activities, which form part of the role and apprenticeship qualifications
	· Communicating in writing – conveys written information clearly and accurately to a wide range of recipients
	

	Organisational Skills


	· Self-motivated with an ability to deliver work within agreed timescales.

· Able to work independently, prioritising workload effectively

· Ability to work flexibly and adapt to new demands.
	
	


Key for 'Identified':  AF = Application form,  In = Interview, P = Presentation,  REF= References,  CERT=Certificates
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