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Administrator Job Description (Provided by partner)

Job Title

Administrator

Job Purpose

The purpose of an Administrator is to support the day-to-day running of an organisation by carrying out a range of administrative tasks. The role involves making sure office processes are organised and efficient while providing support to managers, colleagues, and customers. An Administrator is often responsible for handling information, coordinating schedules, and ensuring records are kept accurate and up to date.

Main Duties and Responsibilities

· Respond to telephone calls, emails, and other enquiries in a professional manner.
· Organise and maintain both paper and electronic filing systems.
· Schedule meetings, appointments, and manage calendars where required.
· Prepare letters, reports, meeting notes, and other business documents.
· Input and update data on company databases and internal systems.
· Order office supplies and monitor stock levels.
· Assist with arranging meetings, including booking rooms and preparing any required documentation.
· Process invoices and other routine financial paperwork where necessary.
· Handle confidential information in line with company policies and data protection requirements.
· Provide administrative support to managers and other departments when needed.
· Carry out any other reasonable administrative duties that contribute to the smooth running of the organisation.

Knowledge, Skills and Experience

The person carrying out this role should have good organisational and communication skills, as they will regularly deal with colleagues, customers, and external organisations. They should also be confident using Microsoft Office applications such as Word, Excel, and Outlook, as these are commonly used for administrative work.

Good attention to detail is important because the role involves managing documents and entering data that needs to be accurate. Time management is also essential, as an Administrator will often be expected to prioritise different tasks throughout the working day.

Previous experience in an administrative or office environment would be beneficial, although it may not always be required depending on the organisation. Qualifications in Business Administration or a related subject may also be an advantage.

Personal Qualities

An effective Administrator should be reliable, organised, approachable, and able to work well within a team. They should be able to communicate clearly, remain professional when dealing with confidential information, and adapt to changing workloads when required.

Conclusion

Overall, the Administrator role is essential in helping an organisation operate efficiently. By completing administrative tasks accurately and supporting different departments, the Administrator contributes to the overall effectiveness of the business. Although the role can involve repetitive tasks at times, it requires strong organisational skills and the ability to work with a variety of people and responsibilities.












2. AI Acknowledgement 
I confirm that I have not presented any AI-generated text as my own work. I confirm that I have retained copies of my drafts, notes, and other resources used before and after the use of AI tools, which may be requested as evidence.
























3. Cover Letter
                                                                                                         Hand Delivered 
                                                                                                                01/07/26

Dear Hiring Manager,
I am writing to apply for the Administrative Assistant position. I am very interested in this opportunity as I enjoy working in organised, professional environments where I can provide excellent administrative support and customer service.
I have developed strong communication and organisational skills through my previous work experience. I am confident speaking with customers both in person and over the phone and always aim to provide a friendly and professional service. I understand the importance of confidentiality and know how essential it is to handle sensitive information carefully.
I am confident using Microsoft Word, Outlook and other computer systems to complete administrative tasks, manage documents and communicate effectively. I am organised, reliable and able to prioritise my workload to ensure tasks are completed accurately and on time. I also work well independently while being a supportive member of a team.
I am keen to develop my career within the legal sector and believe my positive attitude, willingness to learn and strong work ethic would make me a valuable member of your firm. I would welcome the opportunity to discuss my application further and look forward to hearing from you.
Thank you for considering my application.
Yours sincerely,
Kirsty McNulty








4. CV
Kirsty McNulty
📍 Cardiff, UK
📞 07512550433
📧 Kirstymcnultyx@outlook.com

Personal Profile
A reliable, organised and hardworking administrator with over 15 years’ experience working within a busy legal environment. Experienced in providing administrative support, handling confidential information, managing workloads and delivering excellent customer service. A confident communicator who works well independently and as part of a team. Currently studying at university to further develop my knowledge and skills and looking to secure a role where I can continue to grow professionally.

Key Skills
Administration and office support
Excellent organisational skills
Diary and inbox management
Data entry and document preparation
Confidentiality and GDPR awareness
Microsoft Word, Excel, Outlook and Office 365
Customer service
Written and verbal communication
Time management and prioritisation
Teamwork and relationship building
Attention to detail
Problem solving
Employment History

Administrator
NewLaw Solicitors
2010 – Present

Main responsibilities:
Providing administrative support within a busy legal office.
Managing confidential client information in line with GDPR requirements.
Preparing legal documents and correspondence.
Answering telephone and email enquiries professionally.
Maintaining accurate electronic and paper filing systems.
Scheduling appointments and managing diaries.
Processing documentation and updating internal systems.
Supporting colleagues to ensure work is completed efficiently.
Delivering excellent customer service to clients and third parties.

Key achievements:
Developed excellent organisational and communication skills.
Built strong relationships with clients and colleagues.
Maintained a high level of accuracy while working under pressure.
Trusted to handle sensitive and confidential information daily.

Receptionist
Nicol Denvir & Purnell Solicitors  
2009 – 2010
Receptionist
Responsibilities included:
Welcoming clients and visitors.
Answering and directing telephone calls.
Booking appointments.
Managing incoming and outgoing post.
Maintaining reception and administrative records.
Providing administrative support to solicitors and legal staff.

Education
University of Wales Trinity St Davids 
Current
Currently studying towards a business degree while balancing work and family commitments.

Additional Information
Strong work ethic with excellent attendance and reliability.
Able to work effectively under pressure.
Quick to learn new systems and procedures.
Friendly, approachable and professional.
Full right to work in the UK.

References
Available upon request.
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