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	Job Title:
	Administrative and Support Officer (Place)

	
	Service Area:
	Active Suffolk – Hosted by Community Economic Services

	
	Team:
	Active Suffolk 

	
	Salary:
	Band 2 (SCP 5 to 6)



Job Description


Main Purpose of Job:

To provide administrative support for the Place based Partnership, including in particular the Partnership Team.



Our Values:
You will be expected to work in line with our values which are:

	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team




Key Responsibilities:
1 To provide administrative support for the Place based Partnership.

2 To maintain contact with key stakeholders and partners including coaches, clubs and volunteers through telephone, e-mail and surface mail communication.
3 To assist the Head of Operations with the financial control and monitoring of the partnerships budgets. To include invoice payments, Invoicing and placing orders.

4 To administer the day-to-day running of Place-based Partnership Programme, e.g. course bookings and confirmations.
5 To collate and manage information on projects, including data entry, programmes and events in order to assist colleagues with their further development.

6 To respond to enquiries from partners and the public relating to the operation of the Active Suffolk Partnership and the programmes being delivered.

7 To maintain a comprehensive central contacts list.
8 To update the Active Suffolk website on a day to day basis.
9 To provide necessary administration for meetings – agendas, minutes, follow-up actions.
10 To provide administration for all Place-based partnership programmes, events and projects. Including bookings, payments, confirmations, registers etc.

11 To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
12 To promote and adhere to the workplace values of our organisation.



Line Manager:  Head of Operations 
Responsible for:  N/A


Political Restriction: 
This post is not politically restricted.



Note:
This is a description of the job as it is constituted at (October 2022) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.
Person Specification

	
	Essential
	Desirable

	Knowledge and Experience:
	· Understanding of equal opportunities and a commitment to operating within this context.
· Experience of dealing with the public.
· Customer focused office experience.

	· Familiar with the organisation of sport and physical activity sector.


	Skills and Abilities:

	· Excellent communication and interpersonal skills.
· Ability to work on own initiative and as part of a team. 

· Ability to prioritise workloads and meet deadlines. 

· Ability to work under pressure. 

· Well developed IT skills (Word, Excel). 


	· Able to type letters and minute meetings accurately, and to type up notes and reports.
· Ability to assess problems and give an initial response.
· Marketing skills (production of promotion and publicity material).
· Knowledge of PowerPoint and other software packages.

	Education and Training:
	· Educated to GCSE level or equivalent level of numeracy and literacy.

	

	Other Requirements:
	· A commitment to own development and to supporting training and development initiatives.
· Willing to embrace new ideas and challenges. 

· Commitment to equal opportunities and diversity.  

· Commitment to corporate vision, aims and objectives of Active Suffolk.

· Must be mobile / have access to a car to attend business meetings at other sites / locations within the district on a regular basis.
· Flexible and willing to work outside of normal working hours, evening, weekends and one-off work around the County.
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