
Our company is growing rapidly and is searching for experienced candidates for
the position of business administrator. If you are looking for an exciting place to
work, please take a look at the list of qualifications below.

Responsibilities for business administrator

Planning Health Professional weekly schedules up to 4 weeks in advance
Booking appointments by telephone and letter correspondence
Managing a portfolio of Health professional diary’s
Contacting claimants, arranging appointments
Organising special request, out of area visits and planning travel arrangement
to suit claimants needs
Analysing work available and ensuring postcode coverage
Liaising with health professionals, area manager and team managers in
organising schedules and resolving issues
Ensuring all information taken from calls/email is accurately logged on the
system and, where necessary, transferred or referred on appropriately for
action
OCalendar Management – Proactively and efficiently manage the complex
calendars of two executives and help to prioritize meetings based on
business needs
Coordinating meeting and events logistics and catering

Qualifications for business administrator

Capable of juggling multiple projects at once
Demonstrated self-motivation skills
Ability to be flexible within a changing environment
Other duties will include invoicing customers, stock reconciliation, filing,
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Proficiency with MS tools such as - HeadTrax/MSS, MS Expense, MyOrder,
MS Approval, MS Travel
Experience with managing cross functional smaller- medium scale projects


