CAREERS THROUGH MATHS: ADMINISTRATIVE ASSISTANT

JOB OVERVIEW

Administrative Assistants in the United Kingdom are the organisational backbone of businesses, government depart-
ments, schools, and healthcare facilities. Far from being merely a role of answering phones and filing documents, mod-
ern Administrative Assistants are data managers, budget coordinators, and logistical problem-solvers. In a typical day
at a London-based financial firm, an Administrative Assistant might process purchase orders worth thousands of
pounds, reconcile expense reports against company budgets, and prepare statistical summaries for quarterly board
meetings. At a NHS hospital trust in Manchester, they would manage patient appointment scheduling, calculate staff
shift coverage, and maintain inventory databases with precise numerical accuracy.

KEY MATHS APPLICATIONS

Primary Areas:
 Arithmetic and Financial Calculations: ** At the heart of administrative work lies arithmetic. Administrative
Assistants in UK organisations routinely calculate VAT (currently 20% for most goods and...
* Spreadsheet Modelling and Excel Functions: ** Microsoft Excel is arguably the most important mathematical tool
in UK administration. Administrative Assistants construct spreadsheets using formulas such...

« Statistics and Data Interpretation: ** Administrative Assistants are frequently called upon to present data in
meaningful ways. When preparing a quarterly report for a retail chain's board of...

ESSENTIAL SKILLS & TOOLS
SKILL APPLICATION
Microsoft Excel The cornerstone of administrative mathematics in UK workplaces.
Administrative Assistants...
Sage Accounting Software Widely used across UK small and medium-sized enterprises,
Sage is essential for...
SAP or Oracle ERP Systems In larger UK organisations—including FTSE 100 companies such
as BP, HSBC, and...
Google Workspace Tools Many UK schools, charities, and startups operate on Google
Workspace.
TYPICAL PATHWAY REAL-WORLD IMPACT
The standard entry route into administrative work in the Administrative Assistants make a crucial contribution to
UK is with five GCSEs at grades 9-4, including English the smooth functioning of UK organisations, from the
and Mathematics, which provide the fundamental NHS Trusts processing millions of patient records to the
numeracy skills required. Many Administrative small businesses that form the backbone of the British
Assistants begin in entry-level positions such as Office economy.
Junior or...
QUICK FACTS
INDUSTRY DEMAND

» Salary: £850

* Education: GCSEs at grades 9—4, including English
and Mathematics, which provide the fundamental
numerac

* Growth: ** The UK labour market consistently shows
strong demand for skilled Administrative Assistants,
with the Office for National Statistics reporting that
administrative and secretarial occupations employ
over 1.5 million people across the country.

The UK labour market consistently shows strong
demand for skilled Administrative Assistants, with the
Office for National Statistics reporting that administrative
and secretarial occupations employ over 1.
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