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POSITION      Office Administrator
SALARY
Circa £20,000 per annum plus paid holiday 
The Sport and Recreation Alliance believes that the power of sport and recreation can change lives and bring communities together. Together with our members and in partnership with the wider sector, we make the most of opportunities and tackle the areas that provide a challenge. 
We provide advice, support and guidance to our members and the sector, who represent traditional governing bodies of games and sport, county sports partnerships, outdoor recreation, water pursuits, and movement and dance exercise. As the voice of the sector, we work with government, policy makers and the media to make sure grassroots sport and recreation grows and thrives. Having an active nation is important as it delivers huge benefits to society and the millions of participants, volunteers, staff and spectators.
Main purpose
Administer and optimise the finance function, IT services and information management; and work with the Office & HR Manager and Director of Business Development and Corporate Services to help delivery of effective internal processes. We know the postholder won’t start with expertise in all these areas and we will help develop your knowledge.
Finance
· Induct and support staff and Board members in key finance processes including practical demonstrations on financial systems such as making online expense claims.
· Administer the day to day finance and banking function including checking items in our online bank accounts, overseeing finance transactions, sales and purchase invoices, taking credit card payments and manage the accounts Inbox. 
· Liaise with our outsourced accounting services provider and help answer their queries about transactions.
· In conjunction with the Director of Business Development and Corporate Services, support the annual audit process.
IT and information systems management
· Provide day to day IT support including troubleshooting; being the staff’s go-to guru and being a link with outsourced IT function.
· Under the outsourced IT function, serve as IT system administrator carrying out tasks within the office environment.

· Support the Office and HR Managing in onboarding and offboarding employees with IT requirements.

· Manage internal information storage systems including all shared drives information systems on sharepoint.

· In association with the outsourced IT function administer cyber security and GDPR compliance including coordination of GDPR internal practices and processes. 

Operational efficiency and process improvement
· Manage the Alliance’s offer of meeting room hire including administering room bookings; also, look at ways of improving and promoting the offer.
· Be the main contact person for people hiring rooms and ensuring arrangements run smoothly during their hire

· Support the Office and HR Manager in support of the smooth running of the office including pro-actively managing stock levels of stationery, kitchen supplies, IT supplies, overseeing postal systems. 

· Working with the Office and HR Manager, supporting Health and Safety requirements and leading staff to safe working practices. 
Other

· General administrative duties as required.

PERSON SPECIFICATION

Essential Skills
· Excellent communications and interpersonal skills.
· Ability to work on own initiative and as part of a highly motivated team.
· Confident in day to day understanding of ICT.
· Keenness to develop knowledge and to take responsibility for ICT, data and finance

· Sound knowledge of written English.

· Good level of numeracy.
· Excellent customer service skills.

· Good working knowledge of Microsoft office and sharepoint. 
· Good organisational skills and the ability to prioritise workloads and manage time efficiently.
Desirable Attributes

· Interest in Sport and Recreation.
· Previous experience of office work and improvements in business efficiency. 

