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Clerical & Administrative
Occupations

Analysis of Current Job Vacancies in Cheshire and
Warrington - Skills, qualifications, levels of education
and employers (1st January 2021 - 31st December 2021)



What Specialist, Employability and Digital Skills Employers are Specifying in their Job Adverts 1st Jan 2021 — 31st December 2021

Clerical & Administrative Occupations

Specialist Skills

Administrative Support
Customer Service
Secretarial Skills
Teamwork / Collaboration
Data Entry

Scheduling

Customer Contact
Spreadsheets
Administrative Functions
Key Performance Indicators (KPIs)
Invoicing

General Office Duties
Office Management
Accounting

Sales

Budgeting

Appointment Setting
Project Management
Business Administration
Social Media

Inveice Processing

SAP
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\ Cheshire and Warrington LEP

Employability/Baseline Skills

Communication Skills

Organisational Skills

Microsoft Excel

Detail-Orientated

Microsoft Office

Computer Literacy

Planning

Microsoft Word

Typing

Time Management

Multi-Tasking

Problem Solving

English

Meeting Deadlines

Writing

Microsoft Powerpoint

Building Effective Relationships

Telephone Skills

Written Communication

Leadership

Prioritising Tasks

Microsoft Outlock
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Digital/Computer and Programming Skills

Microsoft Excel
Microsoft Office
Microsoft Word
Microsoft Powerpoint
Microsoft Qutlook

SAP

Customer Relationship Management
(CRM)

Waord Processing
Enterprise Resource Planning (ERF)
Microsoft Sharepoint
Salesforce
Facebook

Oracle

Pivot Tables
Accounting Software
Microsoft Access
Meditech

Adobe Photoshop
Microsoft Project
Solomon

Microsoft Visio
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Source: Burning Glass Labour Insights: Skills Spotlight 10/01/2022



What Qualifications Employers are Specifying in their Job Adverts - 1st Jan 2021 — 31st December 2021

Clerical & Administrative Occupations

Chartered Financial Planner

Disclosure and Barring Service (DBS) Clearance

Construction Skills Certification Scheme (CSCS)
Card

Maortgage Advice and Practice Certificate
(CeMAF)

Conveyancer

Forklift Truck Licence

PRINCEZ

Mursing and Midwifery Council (MMC)
Registration

Association of Taxation Techniclans (ATT)
Qualification

CIMA Certificate
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Source: Burning Glass Labour Insights: Skills Spotlight 10/01/2022
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\ Cheshire and Warrington LEP

Health and Care Professions Council (HCPC)
Registration

APM Imtroductory Certificate

British Association of Occupational Therapists
{BADT) Registraticn

European Computer Driving Licence (ECDL)

Cisco Certified Technician (CCT)

First Aid at Work

General Dental Council (GDC) Registration

HGY Licence

Lifequard

M -

B

H:

H:

| E



The Level of Qualifications and Years of Experience that Employers Are Specifying in Their Job Adverts - 1st Jan 2021 — 31st December 2021
Clerical & Administrative Occupations

Bachelor's Degrees, Graduate
Certificates/Diplomas

HMCs, Level 4
S/NVQOs

A-Levels, Highers, Level 3
S/NVQOs

T1.9% 21.9% 32

50.0% a50.0% 4]

GCSEs, Standard Grades,

T.1% 26.7% 45
Level 2 S/NVOs

0 7 14 21 24 42

(4% )
(4]

. 0 1o 2 years of experi... . 3 to 3 years of experi. .' 6to 8 years of experi... 9+ years of exparien..
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The ‘Top’ Twenty Five Employers who advertised jobs from 1st Jan 2021 — 31st December 2021

Clerical & Administrative Occupations

National Health Service
‘Warrington Borough Council
Cheshire East Council

Whitbread

People Flus Limited

Radius Payment Solutions Limited
Spire Healthcare

Royal Mail

Cheshire West And Chester Council
Citation Limited

Cwp

Barclays

Maria Mallaband Care Group Limited
Morson Talent

Dwp Kickstart Scheme

Gibson Hollyhomes Limited
Jacobs Limited

Opticnis Limited

University Of Chester

Contrast UK Ltd.

Travelodge

Absclute Commercial

Kbr, Inc

Ministry Of Justice

Sykes Cottages Lid
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Source: Burning Glass Labour Insights: Skills Spotlight 10/01/2022



Analysis of Current Job Vacancies in Cheshire and Warrington
- Skills, qualifications, levels of education and employers
(1st January 2021 - 31st December 2021). Reports Available:

« Alloccupations

« Agriculture, Horticulture & the Outdoors
« Business Management & Operations

« Clerical & Administrative

« Community & Social Services

« Construction, Extraction & Architecture
« Customer & Client Support

« Design, Media & Writing

» Education & Training

+ Engineering

« Finance

* Health Care including Nursing

+ Human Resources

5
Cheshire and Warrington LEP

Information Technology

Law, Compliance & Public Safety
Maintenance, Repair & Installation
Manufacturing & Production
Marketing & Public Relations

«—Military

Performing Arts
Personal Services
Planning & Analysis
Sales

Science & Research
Transportation



