Job Description

	Job title:
	Departmental Administrator 

	Department/School:
	Department of Sports Development & Recreation 

	Grade:
	5 (1.0 FTE)

	Location:
	Sports Training Village



	Job purpose

	
To support the Department’s Finance Manager in the provision of accurate, timely and auditable assistance in the administration of the Departments’ finances, ensuring that processes are fully compliant with current University financial regulations and procedures.  

This post holder will primarily support the Department’s tennis team, engaging operationally with all aspects of tennis activity across all disciplines. The postholder will be based within the Finance Office, while also spending time within the Tennis office when appropriate. The postholder will also provide finance and administration support to the netball programme as well as support the Finance Assistant with departmental financial administration and processing. 

This is a busy and varied role, and candidates will be comfortable with pressure; sharing responsibility; and the idea of a to-do list that is never quite completed. Day-to-day tasks will vary dependent on team priorities.





	Source and nature of management provided 

	
Finance Manager




	Staff management responsibility

	
None




	Main duties and responsibilities 

	1
	Financial Procedures and advice

· Develop a comprehensive understanding of the University’s Financial Control Framework, ensuring that all financial procedures are appropriately followed in the Department. 
· Assist the Finance Manager in the provision of written and ad hoc oral advice to colleagues about compliance with financial procedures.


	2
	Tennis

· Acting as a point of contact for students, staff, customers and external stakeholders, dealing with enquiries and providing support in a professional and timely manner.
· Supporting the Head of Performance Tennis with day-to-day operations of the Tennis Academy including handling enquiries related to player recruitment, coordinating contracts for academy players including access players and facilitating the onboarding process for new players. 
· Supporting the Head of Development Tennis with all administration related to camps and courses including creating course subscriptions/ products, invoicing, direct debits and dealing with enquiries.
· Updating and tracking of a calendar covering academy tournaments
· Engage with coaches to prompt expense claims and receive information to invoice players for tournament associated expenses and follow up on related enquiries with parents and coaches.
· Manage shared mailboxes and facilitate email communication with customers for the Academy and Community programme.
· Taking responsibility for the creation and maintenance of accurate database records through Gladstone MRM, Excel and Teams.
· Attend team meetings (Academy and Community) ensuring that team members are informed of relevant updates, developments and deadlines for financial processes.


	3
	Tennis and Netball

· Financial administration, including but not limited to the:
· Set up of Direct Debits and monthly check for cancellations, rejections and adjustments.
· Set up of new customer accounts on Agresso and Gladstone.
· Raising of sales orders, requisitions and ensure deliveries are received and receipted.
· Following the process of refunds where appropriate, liaising with Finance Assistant and updating customer accounts.
· Invoicing of Tennis and Netball activity across all programmes.
· Processing Netball expenses when required
· Providing support where appropriate for Team meetings, including capturing, sharing and tracking actions. 


	4
	Departmental Financial Support
· Supporting the finance assistant at peak times and during annual leave, including but not limited to: 
· Raising requisitions within Agresso
· Coding invoices
· Creating sales orders
· Raising journals including car park journals 
· Completing daily and monthly reconciliations


	5
	Additional responsibilities

· Engage in wider Department projects and activities where appropriate including Open days and key events.
· Contribute to cross-department groups and share information with colleagues involved in achieving commercial targets.
· From time to time undertake other duties of a similar nature as reasonably requested by your line manager.
· You are required to follow all University policies and procedures at all times and take account of University guidance.


	
This is not intended as an exhaustive list of duties or a restrictive definition of the post but rather should be read as a guide to the main priorities and typical areas of activity of the post-holder. These activities are subject to change over time as priorities and requirements evolve and as such it may be amended at any time by the line manager following discussion with the post holder.







Person Specification

	Criteria:  Qualifications and Training
	Essential
	Desirable

	· Educated to A level or equivalent experience
	√
	

	· AAT (Level 3) / or equivalent relevant professional experience
	√
	

	· Evidence of continual professional development
	
	√



	Criteria:  Knowledge and Experience
	Essential
	Desirable

	· Experience of working in a busy administrative role requiring a high degree of accuracy and attention to detail
	√
	

	· Ability to coordinate resources other than oneself (arrange events)
	√
	

	· Experience of working with financial processes and an understanding of financial compliance
	√
	

	· Experience of managing direct debits
	
	√

	· Experience of working as a part of a team
	√
	

	· Knowledge of Agresso
	
	√

	· A strong working of standard IT packages and databases including Excel, MS Tames and Outlook management
	√
	

	· Experience of effectively organising a busy workload with sometimes conflicting priorities, to meet deadlines
	√
	

	·  Experience of successfully developing and implementing systems and processes
	
	√

	· Experience of working in a customer service environment
	√
	



	Criteria: Skills and Attributes
	Essential
	Desirable

	· Strong written and oral communication skills, with a high level of accuracy and attention to detail
	√
	

	· Good interpersonal skills in order to communicate effectively with staff, students and members of the public. Ability to develop good working relationships
	√
	

	· Highly organised and with a close attention to detail
	√
	

	· Competent, conscientious and motivated with a methodical approach to work
	√
	

	· Interested in process improvement and advances in technology
	
	√

	· Ability to be adaptable and flexible and to learn new skills quickly
	√
	

	· Ability to understand others’ requirements and preferences (athletes, coaches) when designing schedules, logistics,  
	√
	

	· Ability to prioritise and carry out multiple workstreams simultaneously
	√
	

	· Comfortable with numbers and figures
	√
	

	· A working knowledge or interest in sports programmes
	
	√

	· A can-do attitude, willing to take on work and support colleagues as required
	√
	

	· Ability to handle confidential information with tact and discretion
	√
	






	Effective Behaviours Framework

The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation.   Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.
  

	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g., clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.
  

	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.
  

	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.

	Using resources:
Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.
  

	Developing self and others:
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.
  

	Working with people:
Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
  

	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.






