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Scottish Disability Sport (SDS)

Post:

Administrator (Part Time – 27.5 hours per week)

Salary:
Circa £16,000 (Pro Rata) – subject to experience
As the governing body for disability sport in Scotland, SDS passionately believes in the power of sport to transform lives. We aim to lead and develop inclusive opportunities and improve performance, to ensure any child, young person or adult with a disability can participate in sport and physical activity, no matter their ability, geography or age.

We are looking for an experienced part time administrator to join existing full-time staff and support our small, friendly team of athletes, staff and volunteers.  
You should have good office experience or a relevant qualification and a proven ability to work independently as well as in a team. The successful candidate will be well-organised, IT literate and self-motivated with excellent communication, organisation, prioritisation and time management skills. Familiarity with social media and website administration would be an advantage.
The post is based at our office in the west of Edinburgh, and will initially be for one year with the expectation of extension.

Key Responsibilities:

· Provide administrative support to staff and volunteers;

· Co-ordinate the delivery and reporting of education and training courses;

· Co-ordinate workforce expense claims;

· Generate invoices and purchase orders;

· Support the planning and co-ordination of the National Events Programme;

· Maintain and update the database in conjunction with staff and volunteers;

· Oversee use of training equipment;

· Prepare minutes and papers for meetings;

· Manage telephone calls and mail;

· Undertake special projects from time to time as directed.

Closing date 12 noon Monday 22nd January 2018.   
Interviews Tuesday 30th January 2018.
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Candidate Specification
	Factor
	Essential
	Desirable

	Qualifications and attainments
	· A relevant qualification in a related field or appropriate experience
	

	Work and other experiences (employed or voluntary)
	· Good working knowledge of Microsoft Office
	· Database experience

	Skills
	· IT literacy

· Interpersonal and communication skills

· Good planning and organisation

· Good time management

· Good word processing skills
	· Familiarity with social media

· Familiarity with website administration

	Personal qualities
	· Good team player, prepared to support colleagues

· Tactful and diplomatic

· Flexible and adaptable

· Self-motivated and enthusiastic
	



Scottish Disability Sport (SDS)

Post:

Administrator (Part Time – 27.5 hours per week)

Application Form
	PERSONAL DETAILS

	First name:
	
	Second name:
	

	Address:
	

	Phone:
	
	Mobile:
	

	EDUCATIONAL & PROFESSIONAL QUALIFICATIONS

	Subject
	Educational establishment
	Type of qualification (Standard Grade / Higher / Degree, etc.)
	Attainment level

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	MEMBERSHIP OF PROFESSIONAL BODIES

	Name of organisation:
	
	Renewal date:
	

	PRESENT OR MOST RECENT EMPLOYMENT

	Employer’s full name and address
	

	Position held and main responsibilities
	

	Dates of employment
	

	Reason for leaving
	

	Final salary
	

	PREVIOUS EMPLOYMENT (starting with most recent)

Please account for periods where you were not in employment by including other experience, e.g. voluntary experience. Continue on a separate sheet if necessary.

	Employer’s name and address
	Position held and main responsibilities
	Dates of employment
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	OTHER INFORMATION

Please provide details below of your relevant experience, principal achievements and personal qualities and explain how you meet the criteria for this role by addressing the key responsibilities outlined. Continue on a separate sheet if necessary.

	


	REFEREES

Please provide the names of referees who can be contacted to provide a reference. One reference must be your present or most recent employer.

	
	First referee
	Second referee

	Name
	
	

	Position held
	
	

	Address
	
	

	Phone
	
	

	Email
	
	

	Please state if referee may be approached now
	Yes / No
	Yes / No

	If appointed, when could you start work?
	

	How did you learn of this vacancy?
	


I am aware that in accordance with the Data Protection Act 1998 information provided on this application form will be retained in manual and computerised files for record keeping and monitoring purposes.
I declare that the information I have given in this application is accurate and true. I understand that providing misleading or false information will disqualify me from appointment or, if appointed, may result in my dismissal.

Signed:

Date:

Please return completed form to Gavin Macleod, CEO, Scottish Disability Sport, Caledonia House, South Gyle, Edinburgh EH12 9DQ / gavin.macleod@scottishdisabilitysport.com.

Closing date for applications: Monday 22 January 2018.


