The Role and Responsibilities of the Welfare Administrator

Responsible to:	Welfare and Compliance Manager

Responsible for:	Providing administrative support for the successful delivery of Welfare PVG Scheme processes in athletics  

[bookmark: _Hlk482799023]Key tasks will include:

· [bookmark: _Hlk482799428]In compliance with the Scheme Code of Practice, act as a Signatory for Disclosure Scotland receiving, verifying and submitting PVG Scheme application requests. 

· Performing ID document checks in relation to PVG Scheme applications.

· Receiving and processing PVG certificate results and Self-Declaration submissions. Updating appropriate databases, escalating information requiring further consideration to scottishathletics Welfare and Compliance Manager or Welfare Officer and communicating Suitability Decisions to Club Welfare Officers.

· Maintaining accurate records of the relevant application information and any other data obtained through completion of associated forms/ processes.

· Support the scottishathletics Welfare Officer in maintaining up to date records in relation to registered Club Welfare Officers, ensuring that the relevant contact information and required forms and checks are up to date. 

· Receive and respond to general telephone and email enquiries about PVG Scheme checks or updates and Self-Declarations. 

· Collate and monitor data around the processing of PVG checks and Self Declarations.

· Attend all necessary ongoing training for the role.

· Support the scottishathletics Welfare and Compliance Manager and Welfare Officer in modernising and streamlining processes and developing support tools. 

[bookmark: _Hlk104897124]

This job description is not to be regarded as exclusive or exhaustive. It is intended as an outline indication of the areas of activity and will be amended in the light of the changing needs of the organisation.


Candidate Specification

	FACTORS
	ESSENTIAL
	DESIRABLE

	
Qualifications/ attainments/knowledge
	Educated to at least Nat 5, or equivalent, in English 
	
An understanding of athletics or sport
An understanding of the PVG Scheme and associated processes


	
Work and other experience

	
Previous experience in a customer-facing administrative role handling telephone and email enquiries.

Experienced in using standard office software, particularly Excel, Outlook, Word, Teams and Sharepoint

Experience handling confidential information in line with organisational policies

	
Demonstratable experience in using digital platforms such as CRM systems

Experience handling confidential or sensitive information in accordance with GDPR or Data Protection guidelines.


	
Skills

	
Excellent written and verbal communication skills, with the ability to convey information clearly
Strong organisational and time-management skills, including the ability to prioritise tasks and meet strict deadlines.
Ability to maintain accurate records and update internal databases
The ability to use initiative to resolve routine administrative issues and improve office processes
	



	
Disposition and Personal qualities

	
Self-motivated, confident and capable of working with a minimum of supervision
Professional and approachable, maintaining confidentiality and integrity at all times
An adaptable and helpful manner, especially when dealing with changing priorities or high-pressure situations
Reliable, trustworthy and highly organised
	












