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i Use an English — English dictionary to
' ' complete the following definitions:

*An administrator is someone whose
job involves
work of a company or organization
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*An apprentice is someone who works .
for an employer for a fixed period of time in order;
to a particular skill or job

Below are some skills and qualities required
for the position of an apprentice administrator.
Tick the ones that you have. Do you think you
are qualified for this job?

Having time management skills

Having communication skills

Well-spoken and articulate

Responsible and self-motivated

Flexible and eager to learn

Friendly and approachable

Well-organised

Able to work to deadlines and prioritise tasks
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