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	JOB TITLE/BAND:  
	Administrative Assistant Band 3
	

	LOCATION:
	Nursing & Midwifery Directorate
	

	HOURS:
	25 hrs per week
	



	
CRITERIA
	
ESSENTIAL
	
DESIRABLE
	
METHOD OF EVALUATION

	EXPERIENCE:






	Previous experience working as an administrative assistant at a similar level
	Experience ideally within
NHS environment or
educational setting
	Application/
Interview

	QUALIFICATIONS:
(Training; Research; Publications)

	HNC/SVQIII in Secretarial Studies/Business Administration or equivalent experience


	
	Application

	KNOWLEDGE & SKILLS:





	Computer literate, with a working
knowledge of Microsoft software
packages (i.e. Word, Excel & Powerpoint)


Effective organisational and administration skills



	Minute taking skills

	Application/Interview

	PERSONAL QUALITIES:





	Excellent communicator with effective interpersonal and communication skills.

Team player with the ability to work with a degree of autonomy, without direct supervision and work to tight timescales.


	Flexibility to working hours to meet the needs of the service
	Interview

	OTHER:



	
	Willing to travel to other sites within Tayside if required.
	Interview
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