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	Administrator Job Description and Person Specification January 2026  



	Department:
	Corporate
	Reporting to: Accountable to:
	Administration Manager


Purpose of the role:

As an administrator at Autism East Midlands you will provide administrative and project support to the Corporate Services Team.   Working proactively as a member of the central administration team you will deliver a comprehensive administrative service.
Duties and Responsibilities:

To complete a range of administration processes in support of business support function.
1. Administering and maintain software systems in a corporate function; HR, incident reporting, KPIs, Rota Management etc, recording information accurately and in a timely manner.  
2. Responsible for creating and producing ID Badges for new and current staff.   
3. Ensure accurate updating and maintenance of all applicable databases.   

4. Point of contact for third party providers; including but not exclusive to IT provider and printer provider.

5. To facilitate online and/or in person meetings, ensuring rooms are set up and conferencing software and hardware are both functioning correctly.   

6. To record minutes of meetings, ensuring an accurate record with a list of actions.   
7. Supporting the administration team with the processing, recording and storing of electronic and physical records.   
8. Support Director of Corporate Services in any project management tasks for the organisation, as required.
9. To liaise positively and professionally with colleagues and visitors.
10. Commit to working proactively to support both the Senior Management Team and Managers.
11. To be amiable, professional and approachable at all times.
12. Any other duties commensurate with the accountabilities of the post.

Equality, diversity and inclusion 
Autism East Midlands have a strong commitment to working towards the achievement of equality diversity and inclusion in both the delivery of our services and in employment. Our mission statement and strategic objectives directly support these aims. Everyone who works with us are expected to actively support and implement Autism East Midlands’s equality diversity and inclusion approach. 
The post holder will be required to undertake such duties as may reasonably be expected. All members of staff are expected to be professional, co-operative and flexible within the needs of the post, the department and the Organisation.
	PERSON SPECIFICATION – Administrator  



	Personal Skills / Characteristics


	Criteria 
	Method of Assessing

	1. Experience

Proven experience in a similar role 

Previous experience of providing office administration within a multi disciplinary and regulated environment
Experience of call handling and telephone support 
Previous experience of working in a confidential environment/ dealing with confidential material, while working to required data protection standards
Experience of balancing different and conflicting priorities

Ability to work accurately, with attention to detail; record keeping, data input, report writing

Able to collate information

Experience of taking minutes

	D
D
D

E
D
E

D
D


	Application Form/ Interview

	
	
	

	2. Qualifications and Training

Educated to at least NVQ level III business administration
Maths and English Language – grade C or above

Evidence of continuing professional development
ICT qualification – GCSE or above 
	D
E

D
D
	Application form/certificates

	
	
	

	3. Special Skills and Knowledge

Experience of minute taking, organising meetings, managing outlook diaries.
Ability to plan, prioritise and organise own workload in response to changing service requirements. 

Experience of working collaboratively with the team and stakeholders to support the delivery of Administration
Working knowledge of Microsoft 365 and other software systems
An ability to communicate clearly and concisely verbally and in written formats.
Good customer service skills.  
A people person with strong relationship building skills

	D
E
D
D

E

D

	Application / Interview

	4. Personal Qualities
Good organisational skills, ability to prioritise and manage time effectively to meet deadlines
Ability to work on own initiative with minimal supervision, and also a team member

Excellent communication skills including dealing with enquiries/complaints from the staff, from within the organisation and external stakeholders
Able to deal with other people in a respectful and positive manner at all times

Solution focused

Resilient and tenacious
	E

E

D
E

E

E
	

	
	
	


D = Desirable

E = Essential

The postholder will be required to undergo and obtain a satisfactory Disclosure and Barring Services check. 
Disability Confident Employer 
If you meet the person specification criteria for this role and have a disability we will interview you for this job. Please let us know if you are applying under the Disability Confident Scheme and if you need any adjustments to the recruitment process. 
We shortlist solely from the completed application form, against the criteria marked Desirable and Essential so you must ensure these areas have been demonstrated on your application.  It’s not enough to say “I have knowledge of HR administration”. Please refere to ‘Guidance Notes – Employment Application Form’.

October 2014
August 2018
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