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	Role Title:

	Assistant Administrator
	Reporting to:
	Club Administrator initially potentially moving to Club Manager

	Monthly Hours:

	16 per calendar month
	Approx. cost per annum:
	£1,920 @ £10 per hour

	Overall Purpose: 

	
To carry out administration relating to the Run, Jump Throw (RJT) initiative as directed by the Events Co-ordinator and Community Athletics Co-ordinator (8 hours per month).

To support general administrative tasks and provide cover for the Club Administrator (8 hours per month).


	
 Areas of Responsibility:

	· Regular, ongoing RJT administration tasks:
· Prepare classes on LoveAdmin as per the Community Athletics Coordinator’s instruction (e.g., dates, times, capacities, costs).
· Communicate enrolment information with recent/current participants, followed by those on the waiting lists.
· Share an information document, as provided by the Community Athletics Coordinator, to all participants ahead of the first classes of a new block.
· Assist all participants with any enquiries throughout the enrolment process and on an ongoing basis throughout the program.
· Follow-up with any outstanding payments relating to the program.
· Follow-up with participants who have been flagged by the Community Athletics Coordinator as persistently absent.
· On consultation with the Community Athletics Coordinator, and by instructing the Club Treasurer, arrange any necessary refunds.
· Inform potential newcomers about the program and assist them in joining the appropriate waiting list.
· Maintenance of lists of Club Coaches, Officials and Volunteers, using LoveAdmin.
· Maintenance of a list of all upcoming Scottish Athletics events on the Club’s website.
· Tracking of the location of all key Club equipment.
· Provision of information from sources such as LoveAdmin, as required by the Executive Committee, in support of regular Executive meetings.
· Documentation of all Administration processes, including payroll, with support from the Club Administrator.
· Other administrative tasks as directed by the Club Administrator and Club Manager.
· Cover for Club Administrator absence due to holidays or illness.


	Additional Information: 

	
· Additional activities as identified by the Club Manager and / or line manager.
· Key areas of responsibility may change as the role evolves.
· Support to be provided, where required, by relevant colleagues.




Person Specification

	Factor
	Essential
	Desirable

	
Experience & knowledge
(in an employed or voluntary
capacity)


	· Administrative experience
· IT skills and experience
· Experience of working effectively with colleagues and in a team
· Experience of owning and delivering own goals and objectives
· Experience of initiating, developing and delivering small projects / workstreams

	· Experience and knowledge of working with volunteers
· Experience of working in a sports environment
· Knowledge and understanding of issues affecting athletics clubs




Competencies – Skills & Knowledge

	Factor
	Essential
	Desirable

	Managing Delivery
	Ability to:
· Plan and prioritise workloads – short and long term
· Manage resources to ensure work is completed efficiently and deadlines / requirements are met despite obstacles.

	

	Change Management
	· Ability to successfully adapt to and manage effectively changing situations
· Proactive in improving existing activities and processes

	

	Relationship Building
	· Have experience of working with a variety of different stakeholders, with other colleagues and line manager
· Ability to work with a variety of stakeholders in a manner which gives them confidence in your intentions
· Understand and meet stakeholder, colleague and line manager needs, keeping them updated

	

	Communication & Organisation
	· Excellent organisational skills
· Ability to communicate with others in a positive and clear manner
· Ability to ensure relevant information is
communicated to the right people, in the
right style, at the right time

	

	Additional Requirements
	· Satisfactory Disclosure Scotland / PVG Check
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