Administrative Assistant Section 6

Please answer the below questions, if this is not returned there is significantly less chance of being offered an interview.

1. Outline the IT packages/skills you regularly use.




2. What do you think is essential for effective communication? 




3. Describe a time when you had to communicate an important message to a number of people.




4. How do you manage stress?




5. Outline your experience dealing with sensitive information over the phone or in person. What is important when maintaining confidentiality? 




6. Describe your experience undertaking routine administrative tasks such as data entry, minute taking, and filing? How do you ensure this is accurate?




7. Describe a time you demonstrated excellent customer care.




8. Describe a time when you demonstrated effective teamwork, what made it effective?



9. Further information to support your application (if there is anything else you feel is relevant please outline it below).
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