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Our company is looking for an assistant administrator. If you are looking for an
exciting place to work, please take a look at the list of qualifications below.

Responsibilities for assistant administrator

e Conduct research involving existing contracts to address questions or issues

e Support the continued development of processes and systems related to
contract review and management

e As Assistant Branch Administrator, you will be supporting the Branch
Administrator in daily responsibilities

e Be the first point of customer contact with the Helpdesk during office
working hours

e Manage the support help desk telephones (switchboard, mobile phones and
afterhours) on a day to day basis

» Register the technical drawings, create transmittals, print and issue drawings
and produce reports

e Prepare and log all purchase requisitions, arranging the authorisation of
amending and running of the reports as required

e Have control of all the incoming and outgoing correspondence, project files,
standards library, design log, minutes of meetings and other project related
documentation

e Be highly organised and a good forward thinker

e Have the ability to perform consistently under pressure

Qualifications for assistant administrator
e Highly proficient in the use of software packages to set up and maintain

spreadsheets and databases, word processing and presentations
o Excellent interpersonal & communication skills, able to liaise effectively at



e Role involves dealing with salaries so confidentiality is vital
e Fluent English knowledge is essential
e Knowledgeable of medical terminology required



