Secretary/administrator: JOB DESCRIPTION

Working as a secretary or administrator you're in a position of responsibility, and will need to stay organised and focused
A secretary or administrator provides both clerical and administrative support to professionals, either as part of a team or individually. You'll be involved with the coordination and implementation of office procedures and will frequently have responsibility for specific projects and tasks. In some cases, you may oversee and supervise the work of junior staff.

The role varies greatly depending on the sector, size of the employer and levels of responsibility. Most of your work involves both written and oral communication, word processing and typing, and requires relevant skills such as IT, organisational and presentation skills, as well as the ability to multi-task and work well under pressure. In some cases, such as in legal secretarial work, specialist knowledge or qualifications may be required.

This role can often overlap with the role of a personal assistant.

Responsibilities
As a secretary/administrator, you'll need to:
· use a word processing package such as Microsoft Word
· audio and copy type
· write letters
· deal with telephone and email enquiries, using an email system (e.g. Microsoft Outlook)
· photocopy and print various documents, sometimes on behalf of other colleagues
· organise and store paperwork, documents and computer-based information
· create and maintain filing and other office systems
· keep diaries and arrange appointments
· schedule and attend meetings, create agendas and take minutes - shorthand may be required to do this
· book meeting rooms and conference facilities
· liaise with staff in other departments and with external contacts
· order and maintain stationery and equipment
· organise travel and accommodation for staff and other external contacts.

Depending on the sector and company, you may also carry out the following duties:
· use a variety of software packages (including Microsoft Excel, Access and Powerpoint) to manage data and produce documents and presentations
· use content management systems (CMS) to maintain and update websites and internal databases
· manage and maintain budgets and carry out invoicing
· sort and distribute incoming post and organise and send outgoing post (this may involve the use of a franking machine)
· recruit, train and supervise junior staff and delegate work as required
· manipulate statistical data
· arrange in-house and external events
· arrange training for staff members.

Working hours
A working week typically ranges between 35 to 40 hours, with the working day usually taking place between 8am and 6pm. Flexi-time is sometimes available depending on the organisation.
Interim, part-time and temporary roles are common. Career breaks are possible if skills, especially IT, are maintained.

What to expect
· Work is almost entirely office based and the need to travel is uncommon, though may be required occasionally depending on the sector you work in.
· This is traditionally a female role and the majority of secretarial jobs are still held by women.
· The nature of the role is to support colleagues and projects rather than to take the lead on projects yourself, which may become frustrating.
· The role can be stressful at times, since the work is always focused on the needs of the manager or team. Deadlines may be imposed suddenly, demanding flexibility and reprioritisation of workload.
· Jobs are available in all areas of the UK and opportunities are widespread.
· 
Qualifications
Varying levels of qualifications are required for this role, depending on the employer and sector. Some may be more concerned with prior experience and skills, whereas others may want formal qualifications.
For roles with more responsibility, the following degree and HND subjects may increase your chances:
· business or management
· business with languages
· government or public administration
· law
· secretarial studies.

Secretarial courses specifically aimed at graduates are available, often through private colleges. Specific secretarial training is useful for entry to legal or medical roles.
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