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What is an administrator

* An Administrator provides office support to either an individual or
team and is vital for the smooth-running of a business. Their duties
may include fielding telephone calls, receiving and directing visitors,
word processing, creating spreadsheets and presentations, and filing.
Additionally, administrators are often responsible for office projects
and tasks, as well as overseeing the work of junior admin staff.



Administrator
job description

Answering incomingcalls; taking messages and re-directingcallsas
required

Dealing with email enquiries
Taking minutes

Diary management and arrangingappointments, booking meeting rooms
and conference facilities

Data entry (sales figures, property listings etc.)

General office management such as orderingstationary
Organisingtravel and accommodation for staffand customers
Arrangingboth internal and external events

Possibly maintainingthe company social media accounts

Providing administration supportto Sales Reps, Property Managers and
Senior Management




What skills
administrator have.

e «” Communication skills

e & Interpersonal skills

e & Problem solving skills

e & Punctuality
e & Critical thinking skills

e «” Teamwork and collaboration skills
« & Adaptability skills
e & Work ethic

e & Project managment skills



https://www.roberthalf.com.au/career-advice/career-development/communication-skills
https://www.roberthalf.com.au/career-advice/career-development/interpersonal-skills
https://www.roberthalf.com.au/career-advice/career-development/problem-solving-skills
https://www.roberthalf.com.au/career-advice/career-development/punctuality-skills
https://www.roberthalf.com.au/career-advice/career-development/critical-thinking-skills
https://www.roberthalf.com.au/career-advice/career-development/teamwork-skills
https://www.roberthalf.com.au/career-advice/career-development/adaptability-skills
https://www.roberthalf.com.au/career-advice/career-development/work-ethic
https://www.roberthalf.com.au/career-advice/career-development/project-management-skills
https://www.hrbartender.com/2020/technology-and-social-media/create-learning-organization/
https://creativecommons.org/licenses/by-nc-nd/3.0/

Qualifications to
become an
administrator

Digital skills
Reference skills
Techniques

Respect for others and their
beleafs



https://www.uni-med.net/etf-conference-skills-and-qualifications-benefits-for-people/
https://creativecommons.org/licenses/by/3.0/

Employment
expected skills

 Cumputer literate

* Organized
e Good communication skills
* Objective

* Team player



https://www.actuaries.digital/2018/05/30/innovation-the-key-to-maintaining-relevance-for-global-qualifications/
https://creativecommons.org/licenses/by-nc-nd/3.0/

Self-swot
analysis

e Strength
e Punchual

e Goodcommunicationskills

* Weakness lack of experience and
gulifications

* Opportunity

* |learn and work in a mulit-culture
environment

* Treat

* Technolagy

This Photo by Unknown author is licensed under CC BY-SA.


https://commons.wikimedia.org/wiki/File:Data_Analyst_-_The_Noun_Project.svg
https://creativecommons.org/licenses/by-sa/3.0/

Refrences

e What is an administrator

* www.roberthalf.com.au/employers

e Qulifications
e www.reed.co.uk/

 Administrative assitant duties and responsibilites

» www.dhunavycorps.co.uk/



http://www.roberthalf.com.au/employers
http://www.reed.co.uk/
http://www.dhunaycorps.co.uk/
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https://slidewiki.org/deck/110867-1/digital-accessibility-challenges:-usability-and-assistive-technology/slide/723706-3/723706-3:16/view?locale=it
https://creativecommons.org/licenses/by-sa/3.0/

