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The Role and Responsibilities of Office Administrator – GCST

Responsible to: Stadium Manager.  This post is employed by Grangemouth Community Sports Trust.  
Direct Reports: None
Responsible for: To oversee the comfort and enjoyment of the users of Grangemouth Stadium, to ensure the upkeep of the building and it’s facilities.

*Please note that this job is advertised for 20 hours per week, but with overtime opportunities available.

Key Tasks
This role will start at 20 hours per week with opportunities for overtime and will involve:

Responsible for the smooth operation of the Stadium Office
Overseeing and implementing stadium operational procedures.
Invoicing & purchasing, and payroll 
Bookings
Preparing finance reports for The Stadium Manager
Updating the website and social media platforms
Volunteer coordination
Customer services & reception
General admin tasks



Candidate Specification 
	FACTORS
	ESSENTIAL
	DESIRABLE

	Work and other experience
	· General office administration experience
· Invoicing and purchasing 
· Preparing basic finance reports

	· Experience using payroll software 
· Experience with CRM software 
· Experience of working with local partners and community groups to build sustainability into local programmes
· Website and social media administration 
· Working in a sport in the community environment

	 Skills
	· Excellent communication and interpersonal skills 
· Self-motivated
· PC skills

	



Application Process
Applicants should apply by submitting their CV and covering letter (addressing how the applicant’s skills and expertise fit with the job role and person specification), and the equal opportunities form, to craig.stewart@grangemouthcommunitysportstrust.org

The closing date for applications is Friday 30th January 2026 with interviews taking place in early February.

Incomplete applications and those received after the closing date will not be considered. 

Grangemouth Community Sports Trust is committed to equality of opportunity and treats all applicants fairly and consistently in accordance with the requirements of the Equality Act 2010 and the Rehabilitation of Offenders Act 1974 (as amended). 

Grangemouth Community Sports Trust is not approved by UK Visas and Immigration to act as a licensed sponsor, and as such, this role is not eligible for sponsorship. Any offer of employment would be subject to proof of existing right to work in the UK, satisfactory background check, and references. 

If you require any reasonable adjustments, please email  craig.stewart@grangemouthcommunitysportstrust.org
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