COMBERTON VILLAGE COLLEGE
Sports Partnership Administrator

Job Description
Salary

Scale 3, starting at point 14 (Range 14-17, £15,882 - £16,998 full time equivalent)
Contracted Hours 

15 hours per week, term time only. Fixed term in the first instance until 31st August 2015.  
Line of Responsibility

The Administrator is directly responsible to the Partnership Manager.

Purpose of the job


                          
To assist the Partnership Manager and support the efficient operation of the South Cambs School Sports Partnership by undertaking office and administrative duties.
Principal responsibilities:

1. To undertake general office duties including typing, photocopying, preparing meeting papers, processing orders, dealing with general enquiries. 

2. To update and maintain Partnership databases and mailing lists.
3. To organise and administer training courses and events; liaising with tutors and venues, preparing and promoting course details and maintaining booking registers.
4. To prepare and circulate confirmation of attendance notification, delegate packs, registers and other information and resources for courses and events.
5. To process invoices and maintain financial records of income and expenditure

6. To provide administrative support for the successful delivery of Partnership competitions and festivals including.  
7. To assist in maintaining the SSP website by researching, writing and uploading content to keep the website regularly updated
8. To support the production of the Partnerships electronic newsletter on a monthly basis.

9. To support the preparation, collection and collation of data for the monitoring, evaluation and reporting of SSP projects and activities 
10. To carry out any other duties commensurate with the nature and grading of the post
Conditions of Employment

The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the Contract of Employment).

The postholder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body. 

To uphold the school's policy in respect of child protection matters.

The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  An Enhanced DBS (Disclosure and barring Service) check will be carried out for the successful candidate. 

S/he shall be subject to all relevant statutory and institutional requirements.

The postholder may be required to perform any other reasonable tasks after consultation.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.

This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the postholder.

All staff participate in the school’s performance management scheme.

