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Person Specification.


 Job title -Administrative officer 
Location- Splott, CF24 5NN
[image: ]Salary- £23000-25000       
         
 
My duties / Job description
creating and collating sales reports/results analysis 
management of proposal database and - Sage CRM system 
administration services for Head of sales department and CEO
dealing with sales enquiries via email, telephone and website 






		Criteria



	Essential/Desirable


		Experience
• Working in an office environment
• Work without direct supervision and able to develop own skills
• Maintaining and improving management systems
• Liaising with clients
• Working in a sales lead environment
• Accounting experience / familiarity with QuickBooks or similar accountancy package (desirable)



	

         
	
	                                  Essential




		Skills
• Problem solving/multi-tasking
• Meeting deadlines
• Excellent communication skills with a diverse range of people
• Experience of using software programs
• Good computer skills including
Word, Excel, Outlook (mail merge), other databases.
• IT qualifications (Word, Excel, Outlook)



	       
     
       
	
	                               Essential




		Qualifications
• Health and safety (CIEH or IOSH)



	      
	
	                                 Desirable




	
	Other Requirements
• Self-motivated
• Work additional hours as required by the nature of the business
• Willingness to learn and develop personal skills and qualifications
• Working without direct supervision and managing own workload
• Commitment and loyalty to the organisation's mission
• Ambition and drive to help the organisation develop.




	

                Essential

		Knowledge of health and safety would be an advantage but not essential as training will be provided.



	          
	
	Desirable












(2) What is the biggest challenge you think this role could present and how do you propose to overcome it?

I'm excited by the idea of scheduling an offsite conference, but it'll definitely be a challenge. On the plus side, although I haven't organized large corporate events before, I have planned personal events, including a 100-person family reunion, and team-wide holiday dinners for 200 people. If I get this job, one of the first things I'll do is meet with the person who organized last year's offsite event to get pointers. I'll also touch base with a former colleague of mine who orchestrated offsite conferences for her company.












(B)
Brook Street 
Cardiff CF240AB
1000 - 4999 4thavsen and 99 employees 
-Brook street has been open in 1946 by Margery Hurst
we have grown into one of UK’s leading recruitment agencies matching thousands of people with meaningful job opportunities at more than 4500 companies every year 
delivering a quality service to suit the needs of clients and candidates it’s important to us 


I want this job because I have clear skills that will help me achieve...' 'This role will give me the opportunity to combine both my skills in [skill 1] and [skill 2] to achieve. I love [job role specific task] and my last job took me away from that.








(5) 
My greatest professional achievement was completing my course at hair and beauty salon , in four years with a level 3 I enjoyed ever moment what I have learned in my course I have met new teachers and students I was happy that I have been able to get to that course . I had no financial support and worked full-time at the same time on-campus job throughout my education.
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