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Administrative Worker 

 

 

Person Specification 

 

Experience: 

• Proficient IT skills, with experience using Microsoft Office applications and 
database systems. 

• Ability to collate data for monitoring, reporting and evaluation purposes.  

• Excellent attention to detail, ensuring accuracy in record management and 

data processing. 

Attitude and Approach: 

 
• Empathy and understanding of the challenges faced by unpaid Carers.  
• Self-motivated and reliable with the ability to work independently and as part of 

a team. 
• Enthusiastic, flexible and committed to delivering a high quality service.  

• Commitment to the principles of equality, diversity, and inclusion. 
• Ability to communicate effectively, professionally and courteously with 

colleagues, carers, and partner organisations. 
 
Knowledge and Skills: 

 
• Strong organisational skills, with the ability to manage competing priorities 

and meet deadlines.  

• Excellent administrative skills, including accurate record keeping, attention to 
detail, and a methodical approach to work. 

• Strong verbal and written communication skills 
 

 


