Camphill Devon Community
Person Specification

below), policies and practice of Camphill Devon Community

Job Title: Care and Support Administrator
Date: August 2025
Location: Hapstead Village, Buckfastleigh TQ11 0JN
Requirements Essential | Desirable
1. Qualifications/Education/Knowledge
Secretarial or administrative qualification X
GCSE English and Maths X
Knowledge of Data Protection Legislation (DPA 2018/GDPR) X
Good literacy and report writing skills, including minute taking X
2, Experience
Experience of maintaining office systems X
Extensive experience of using MS Office (Word, Excel, Publisher, Outlook) X
Experience of using IT systems X
Experience of using and implementing document conftrol systems X
Experience of taking and transcribing minutes of meetings X
Experience of working in a regulated setting (CQC, OFSTED) X
3. Abilities — both aptitudes and skills
Able to manage and prioritise own workload X
Able to use office IT software including word processing, spreadsheets
and database applications
Able to apply a systematic approach to workflow and information X
storage
Able to analyse information and prioritise activities X
Able to communicate effectively both in writing and verbally X
Able to remain calm under pressure X
Able to work with people with learning disabilities in a supportive manner X
Self-motivated and able to show initiative X
4, Personal qualities - characteristics, style, interests, attitudes
Patient and sensitive to the needs of others X
Adaptable and willing to learn new skills X
Social skills in dealing with staff, service users, Trustees, funders and others X
5. Circumstances
Willingness to work flexibly and outside of office hours on occasion X
Willingness to have all required vaccinations (including Covid-19), unless X
there are exceptional reasons to refuse
Full driving licence X
6. Camphill Devon Community - Aims and Objectives
Must be able to work within the aims, objectives, vision and values (see X




Camphill Devon Community
Our Vision, Values and Culture

Our Vision

“A world where everyone is valued and supported to live their life their way.”

Our Values

To promote a community ethos where everyone has a part to play and has opportunities to
make choices and take responsibility

To involve people is at the heart of everything we do

To understand, value and meet people’s needs

To treat people with kindness, compassion and dignity

To promote, respect and celebrate people’s diversity and individuality

To learn from people, to help us all adapt and continually improve and grow

Our Culture

Embedding the above Values will support our commitment to building on the special culture that
is Camphill Devon Community:

“An inclusive, supportive and rural environment where people have real freedom, are enabled to
perform to the best of their strengths, and have the opportunities to learn and grow.”



