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This form lists the essential and desirable requirements needed in order to do the job.

	Job Title: 

	CSS Administrator - Fixed Term Contract 
	Job ref no:
	CSS-0049-26

	Grade: 

	4
	Department:
	Clinical Science and Services (CSS)

	Accountable to: 
	Departmental Administration Manager
	Responsible for:

	N/A

	PS created by/ or reviewed by:
	Sharan Kane
	Date PS created/ reviewed:
	16.02.26 



	Evidence

	Competency
	Essential
	Desirable

	Knowledge and Experience
	Excellent communication skills, written and verbal.

Good presentation skills and creative flair.

Analytical and problem-solving ability.

Proficiency with MS Word and Outlook.  Experience manipulating and analysing data in MS Excel and creating reports.

Experience of financial processing.

	Working knowledge of Rx and Agresso



	Communication
	Approachable and able to interact with people at all levels in person and in writing.

Ability to work effectively as part of a team.

Able to deal with confidential material in strict confidence.

	

	Service Delivery
	Flexible approach to work, covering for other members of the administrative team as required.

Willingness to learn new computer packages and administrative processes.

	

	Planning and Organisation
	Very close attention to detail, producing accurate work.

Good time management with the ability to plan, manage and prioritise own workload without close supervision.

Ability to modify administrative processes to make them more effective.
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