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Responsibilities

Next Steps After School

Build skills that employers favour

Subjects / Qualifications
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Extra Curricuar Activities | Work Experience | Part-Time Jobs | Internships 

Teamwork | Communication | Problem-Solving | Organisation | Resilience | Attention to Detail 

Note: Typical salaries in the UK, however, this can vary depending on factors such as location, size/type of employer and sector.

Administration
Administrators provide essential office and project support. In construction, they help 
manage documentation, scheduling, communication, and day-to-day organisation that 
keeps projects and teams running smoothly. In the built environment, this covers a 
wide range of roles - from Document Controllers and Team / Executive PAs, to Office 
Managers and Reception staff - all playing a crucial part in supporting project delivery 

and operational efficiency.

Admin Assistant - £18,000 - £25,000

Administrator - £25,000 - £30,000

Senior Administrator / Office Manager - £30,000 - £40,000

Executive Assistant- £50,000 - £70,000+

Departmental Admin Lead / Operations Manager - £40,000 - £50,000+

Document Management & Distribution | Ordering Office Supplies | Compliance | 
Meeting Coordination and Minutes  | Administrative Support | Project Coordination | HR 
and Recruitment Support | Travel and Logistics Management  | Communication

GCSEs: English & Maths essential, plus Business / ICT. 

A Levels: Helpful, but not often required.

Good typing / ICT / Software skills.

Apprenticeship / College-level admin course / Business 
courses

Work experience

Gain strong organisational and communication skills and 
familiarisation with office software.


