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NWCSP Administrator Person Specification  

 
Expertise in role required (at selection) 

Essential or 
Desirable 

How Assessed 

 
Qualifications 

• Educated to degree level in relevant discipline or relevant experience; 
• Business administration qualifications (or working towards) 

 
 

 
 
Essential 
Desirable 
 
 

 
 
Application letter and 
CV/Interview  

Knowledge & Experience 

• A minimum of 2 years relevant experience in an administration support or 
similar role; 

• Exceptional written and oral communication skills; 
• Excellent word processing and IT skills, including knowledge of a range of 

software packages; 
• The ability to accurately and efficiently work with large Word documents  
• Knowledge of website content management principles, tools and procedures; 
• The ability to deliver results whilst working under pressure and to tight 

deadlines; 
• Strong organisational, prioritisation and time management skills; 
• The ability to research, digest, analyse and present material clearly and 

concisely; 
• Discretion and an understanding of confidentiality issues; 
• Experience of working within the health, commercial and public sectors; 
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Qualities 
 

• Ability to support a team with competing deadlines and requirements involving 
internal staff and external organisations. 

• An ability to communicate effectively with people internally and externally in 
order to maintain collaborative relationships. 

• Pro-active self-motivated 
• Ability to be take a flexible approach to work – including times and days worked 
• Ability to quickly grasp new ideas and concepts  
• Excellent interpersonal skills 
• A desire to continually develop personal skills and experience 
• Ability to travel occasionally – predominantly to London and Manchester – but 

potentially to other locations.* 
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