Technical Records Administrator
Person Specification 
 
· Excellent attention to detail. 
· Excellent numeracy and literacy skills.
· A knowledge of Part 145 and Human Factors would be ideal.
· Working knowledge of Microsoft Office software. 

· A methodical approach with an investigative mind.
· Able to prioritise and work to tight deadlines. 

· Good communication skills, both written and oral. 

· Experience of working as part of a team, with the ability to liaise with personnel in a manner conducive to good working relationships.
· Ability to work efficiently under pressure, with the ability to prioritise and organise own work load. 

· Ability to interpret and respond appropriately to verbal instructions and the ability to follow set company procedures. 
· Knowledge and understanding of technical records procedures and administration is essential.
