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Pitreavie AAC Assistant Administrator
                                                                                                                               
Contract Length – 2 years
Salary and Hours – 16 hours per calendar month, £1,920 per annum

Pitreavie AAC is a well-established and successful athletics and running club based in Dunfermline. The club, a charity, has a membership of over 400 members developing a pathway for total beginners through to Olympians.  

An exciting new opportunity has arisen within the Club for an Assistant Administrator – a post which will support the Run, Jump, Throw (RJT) Programme for pre-school, primary school and secondary school children.  The Assistant Administrator will report to the Club Administrator in the first instance, to ensure administrative requirements of the RJT Programme are met, while supporting general administrative tasks and provide cover for the Club Administrator, to enable the Club to meet its objectives.

This part time post (16 hours per calendar month) is funded by Pitreavie AAC.  The post will be employed through Pitreavie AAC.  

Conditions of Employment
The successful candidate will primarily be required to work at home with access to the Pitreavie AAC Clubhouse.  

Salary
The starting salary offered for the post will be from £1,920 per annum. Annual pay awards will be made in accordance with the salary review procedures agreed by the Pitreavie AAC Board of Directors. 

Hours of work
The person appointed will be expected to work for 16 hours per calendar month to be worked in agreement with the successful candidate and the needs of the business.

Pension
The role does not meet the criteria for enrolment in a pension scheme. 

Annual Leave and Public Holidays
The annual leave entitlement for this post is 21 hours per annum including Bank Holidays.  Annual leave may be taken by prior arrangement with the line manager. 

Probationary Period
A three month probationary period will require to be served, with satisfactory performance and attendance achieved, before the appointment is confirmed.

Notice
This post carries a one month period to terminate employment after the satisfactory completion of the probationary period.

Application Process 
       Applications should be made by emailing a CV, short covering letter (addressing how the applicant’s skills and expertise fit with the job roles and person specification) to Andrew Paisley, Risk and Governance, Pitreavie AAC (governance@pitreavie-aac.co.uk) and Malcolm Burgess, Club Administrator, Pitreavie AAC (admin@pitreavie-aac.co.uk). If any applicants wish to discuss the role prior to applying, Andrew Paisley or Malcolm Burgess can be emailed for a suitable time to discuss. 
 
The closing date for applications is 6pm on 20 March 2022, with interviews taking place virtually in April 2022.  Applications received after the closing date will not be considered.  
 
Any offer of employment would be subject to a satisfactory PVG check and references. 
 
Downloads:  1.  Role Profile & Person Specification 2. Privacy Notice for Employees 
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