
What does it 
take to become 

Administrator?



138

tasks to ensure that staff can work 

Receptionists, and as a result, are often 

Skills and Knowledge

organisational skills, be fast and 

to prioritise tasks, and able to 

Professional personal presentation 

Training

participants to gain skills in aspects 

have achieved the skills and knowledge 

Working Conditions

result in working at a venue outside of 

Job Prospects

work in diverse workplaces, and an 



“

• Administrative Tasks• Key Support Function• All Employers• Customer Service • Organisatio
nal Skills

• Flexible & ‘Can-Do’- Attitude

• Time Management

• Detail-Oriented

• Theory & Practice
• Document Management
• Telephone Etiquette
• Customer Service

• Growing Demand
• Job Security
• Business Exposure
• Diverse Workplaces

• Stru
ctured W

orkweek

• Indo
ors 

• Events
 Management


