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Job Details 

Job Title Administrator 

Immediate Senior Officer Operations Manager 

Location Nottingham 

Salary £16,000 to £19,000 pa (dependent upon experience) 

Job Purpose 

The National Ice Skating Association of UK Ltd (NISA) is the National Governing Body 
(NGB) for Ice Skating in the UK involving 6 disciplines of which four are Figure Skating 
(Singles, Pairs, Ice Dance and Synchronised) and two are Speed Skating (Short Track and 
Long Track). 

Reporting to the Operations Manager, the post holder is responsible for the administration 
of the programmes and services of NISA. This includes maintaining accurate information to 
provide an excellent service to members, coaches and International associates in 
accordance with the external and internal policies the organisation adheres to. 

Key Result Areas 

1. Provide administration across various programmes and services such as coaching,
performance, development, events, safeguarding, test and membership to meet the
NISA operational plan.

2. Input data into all NISA’s computerised and manual systems to maintain accurate
information and timeous processing of data across the range of NISA services and
obligations. Systems are manual, Microsoft office suite and bespoke data systems.

3. Answer incoming telephone enquiries responding personally or referring calls to
appropriate personnel as required while promoting a professional image to all
callers.

4. Sort and distribute incoming post and manage regular and ad-hoc outgoing mail to
ensure the efficient processing of mail.

5. Respond to and follow up enquiries by post, telephone, and e-mail to provide
relevant information and advice to correspondents.

6. Process financial payments and maintain financial records accurately and securely
in accordance with Standing Financial Instructions

7. Provide data and updates for reporting purposes on a regular and ad hoc basis.

8. Undertake any other duties associated with the post.

ASSIGNMENT AND REVIEW OF WORK 

Work is generated by the Operations Manager from the CEO, Development Managers and 
the Board’s Strategic and Operational Plans. 
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Work will also be generated from meetings with the internal team, contractors, 
stakeholders, and the wider membership of NISA. 

The post holder prioritises his/her own work within agreed objectives in accordance with 
the organisations policies and procedures. 

The post holder is subject to general direction and will discuss conflicting priorities with the 
Operations Manager 

The post holder continuously reviews his/her work to ensure satisfactory standards are 
achieved and the Operations Manager will review work generally for quality and the 
achievement of objectives within timescales according to the formal performance appraisal 
system and informally as required. 

The post holder will comply with all NISA’s policies and procedures 

Comply at all times with the Company’s policies in relation to Health and Safety, 
Safeguarding and Equality. 

Undertake ongoing training and personal development, to enhance skills and abilities for the 
post 

COMMUNICATIONS AND WORKING RELATIONSHIPS 

Internal 

NISA Operations Manager, CEO, Safeguarding Manager, Development Managers, Board 
Chair and Directors – to deliver objectives in line with the strategic and operational plans 

NISA Staff – to support the delivery of key activities and undertake staff development 

COMMUNICATIONS AND WORKING RELATIONSHIPS 

External 

NISA Membership – to establish communication channels with members to administrate the 
work of NISA 

Coaches, Judges, Officials and key volunteers - to co-ordinate the administration of 
programmes and services of NISA 

Ice rinks, clubs, Local Authorities and other partners – to co-ordinate the administration of 
programmes and services of NISA 

International Skating Union – to enter teams into international events, delegates to 
conferences and respond to queries. 

STATEMENT 

The Administrator will be accountable for the effective administration of the work of NISA 
throughout the UK, amongst members, key stakeholders and the general public to engage 
more people in ice skating 


