
 

Administration Manager 
 

As Administration Manager you will coordinate the day to day running of the admin office at our 

Care Home in Sandford. The primary function will be to provide full administrative support to the 

105 bed care home and its residents while also offering clerical support to the Care Home 

Manager, housekeeping and facilities teams. You will line manage the administration team and 

ensure that they demonstrate your high standards at all times.  

  

With a passion for providing excellent customer service you'll respond to feedback from residents, 

relatives, visitors and colleagues, reviewing processes and activities as appropriate. You'll support 

residents with financial transactions on a day to day basis and share information in a 

comprehensive and accurate manner demonstrating patience, empathy, confidentiality and 

understanding. You'll also coordinate supervision, appraisals and training for the admin team.  

  

What we're looking for 

  

Administrative management experience is essential for this role, ideally in a care home 

environment however specific training for this can be given, as well as a background in customer 

service. You should have proven line management or supervisory skills and excellent IT skills with 

a working knowledge of Microsoft Office packages, including Word, Outlook and Excel. Required 

qualifications include GCSE maths and English (or equivalent), a CLAIT or NVQ in word 

processing and an RSA or equivalent qualification in typing and audio typing at 50/60 wpm. 

Previous experience working in a health and social care environment is also desirable. Above all 

else you will need to demonstrate the flexibility and 'can do' approach that is required when 

opening a new business. 

 

  

   
How to apply:  

Click on apply, where you can submit an application through our website.  

 

 

 

 

The St Monica Trust is committed to promoting diversity in the workplace and therefore 

encourages applications from all age groups, ethnic minorities, people with disabilities and the 

LGBT community.   


