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JOB DESCRIPTION

	Job Title: Administration Assistant 
18.5 hours per week


	Grade:  Scale 3 

	Division:  Leisure and Environment
	Accountable to: Senior Active Recreation Development Officer

	Current Postholder:  Vacant
	Responsible for: Nil staff

	Post No: M155
	


Main Purpose of Job:
To assist the Active Together team at Charnwood in coordinating, monitoring and evaluating the Active Together project (a project funded through the Leicestershire Local Area Agreement to increase the physical activity participation levels of adults aged 16 years plus).  The post holder will be required to utilise a range of software/ surveying methods to ensure the project is effectively monitored and evaluated.

This post is one of 7 officers across Leicestershire and is part of the Active Together team which also comprises 15 Physical Activity Development Officers across the County. .  

Liaison with:
District Physical Activity Development Officers and the wider Local Authority sport/ leisure team; Leicester-Shire and Rutland Sport; NHS Leicestershire County and Rutland.

Duties and Responsibilities

1 Manage, update and maintain the Active Together participant database ensuring that records are accurate and up to date.

2 Maintain relevant databases of coaches, instructors and other groups as appropriate, ensuring that accurate registers of attendance are maintained.

3 Administration of projects, programmes, events and activities, including producing marketing resources, managing bookings and taking payments.

4 Assist the District Physical Activity Development Officers in the regular monitoring and evaluation of projects, and compilation of performance reports for funding partners, internal and external stakeholders.

5 Support the marketing and promotion of the Active Together programme through regularly updating websites, producing marketing material, newsletters, activity guides and contacts with community and partners.

6 Assist with managing and monitoring income and expenditure, including the collection of monies, fees and charges.

7 Coordinate the issuing, use and return of all equipment to coaches/ instructors.

8 Liaise closely with the District Physical Activity Development Officers to resolve anomalies arising within the database and data received.  

9 The post holder may be required to undertake such other duties commensurate with your grade, and/ or hours of work, as may be reasonably be required of you 

10 The post holder maybe required to work evenings and weekends.

11 The post holder may be required to work for agreed periods of time in other Local Authority districts/ areas/, at the discretion of the designated line manager.

Agreed                                                   

       
 Human Resources Advisor

