/ Cheshire and Warrington
\ Local Enterprise Partnership

Clerical & Administrative
Occupations

Analysis of Current Job Vacancies in Cheshire and
Warrington - Skills, qualifications, levels of education
and employers (Ist February 2022 - 31st July 2022)



What Specialist, Employability and Digital Skills Employers are Specifying in their Job Adverts 1st February 2022 — 31st July 2022

Clerical & Administrative Occupations

Specialist Skills

Administrative Support
Customer Service
Secretarial Skills
Teamwork / Collaboration
Data Entry

Customer Contact
Scheduling

Administrative Functions
Key Performance Indicators (KPls)
Spreadsheets

Web Site Design

Office Management

Sales

General Office Duties
Invoicing

Project Management
Budgeting

Invoice Processing
Appointment Satting

Cleaning
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Employability/Baseline Skills

Communication Skills

Organisational Skills

Microsoft Excel

Detail-Orientated

Microsoft Office

Planning

Computer Literacy

English

Time Management

Typing

Microsoft Word

Multi-Tasking

Problem Solving

Microsoft Powerpoint

Writing

Meeting Deadlines

Prioritizing Tasks

Building Effective Relationships

Welsh

Microsoft Excel

[ N N A 510

I I | 122 Microsaft Office
I N N 1.056 Micresaft Word
I :c Microscft Powerpoint
I N Microsaft Outlook
I :o: sap
I ::: Word Processing
Customer Relationship Management

I - eAM)
T i Microseft Sharepoint
[ M Salesforce
P iz Facebook
I - Enterprise Resource Planning (ERP)
I Oracle
I Solomon
I o0 Microseft Project
. o Linkedin
B o Microsoft Access
B io: Teradata DBA
Il s Pinterest
Pivot Tables

Digital/Computer and Programming Skills
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Source: Burning Glass Labour Insights: Skills Spotlight 22/08/2022



What Qualifications Employers are Specifying in their Job Adverts - 1st February 2022 — 31st July 2022
Clerical & Administrative Occupations

Disclosure and Barring Service (DBS) Clearance [ NN DN : British Association of Occupational Therapists

{BAOT) Registraticn R

Forklift Truck Licence [N -

Chartered Certified Accountant (ACca) [l 1

cima certificate [ =

Communication Skills Certificate [l 1

Certified System Administrator [N : Construction Skills Certification Scheme (CSCS) W -
Card

Conveyancer [ =

European Computer Driving Licence (ECOL) B

First &id Certificate [N =

General Dental Council (GDC) Registration [l 1

AAT/City and Guilds Certificaie in Accounting I 2 General Medical Council (GMC) Registration [l 1

CICM Credit Management Diploma [ = General Pharmaceutical Council (GPRC) o
Registraticn

CICM Debt Collection Certificate [ 2 Project Management Professional (PMP) [l 1

First Aid at Work [ =

Mortgage Advice and Practice Certificate
(CeMAP) . -

Association of Taxation Technicians (ATT) W
Qualification

Source: Burning Glass Labour Insights: Skills Spotlight 22/08/2022
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The Level of Qualifications and Years of Experience that Employers Are Specifying in Their Job Adverts - 1st February 2022 — 31st July 2022
Clerical & Administrative Occupations

Bachelors Degrees, Graduate

[ [ % .07 B 22
Certificates/Diplomas 43.3 50.0% 4

HHCs, Level 4
Certificates/Diplomas, Level 4 66.7% I3 3% 9
S/NVOs

A-Levels, Highers, Level 3

5/NVOs 45.5% Sd.5% LN

GCSEs, Standard Grades,

86.0% 11.6% 2 3%
Level 2 5/NVOs
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|

14 21 2B 33 42

. 0to 2 years of experi... . 3 to 5 years of experi_ . 6 to B years of experi._ 0+ years of experien.

Source: Burning Glass Labour Insights: Skills Spotlight 22/08/2022
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Salaries in Job Adverts - 1st February 2022 — 31st July 2022
Clerical & Administrative Occupations

Mean real-time salary = £24K
Median real-time salary = £22K

More than £20,000
£80,000 to £39 999
£70,000 to £79,999
£60,000 to £69 999
£50,000 to £59,999
£40,000 to £49,999
£30,000 to £39,999
£20,000 to £29 999
£15,000 to £19,999

£10,000 to £14,999
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Source: Burning Glass Labour Insights: Skills Spotlight 22/08/2022
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The ‘Top’ Twenty Five Employers who advertised jobs from 1st February 2022 — 31st July 2022
Clerical & Administrative Occupations

wWarrington Borough Council [ NG s: cwp I 02

Cheshire East Council N s: Ministry Of Justice [ 12

Spire Heahhcare [N =z Premier Inn [ 13

Radius Payment Solutions Limited [ 30 Marriott International [l 12
Cheshire West & Chester [N 2= Cheshire Constabulary [l 11
Whitbread [N =7 JWiees&Co. [l 1

Jacobs Limited [l 11

Barclays [ :s

Science And Technology Facilities Council 11
Cheshire West And Chester Council [ 22 -

University Of Chester [ 11

Travelodge (I =1

Barchester Heakhcare [l 10
Close Brothers Group [ 15

Pizzaexpress (Restaurants) Limited M

Radius Payments Scluticns [ 16
Ryman Limited [l 10

care Quality Commission [l 15
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\ Cheshire and Warrington LEP Source: Burning Glass Labour Insights: Skills Spotlight 22/08/2022



Analysis of Current Job Vacancies in Cheshire and Warrington
- Skills, qualifications, levels of education and employers
(1st February 2022 - 31st July 2022). 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

6
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



