Rochdale Borough School Games Partnership
On behalf of  

Cardinal Langley RC High School and Siddal Moor Sports College
Post based at Wardle High School
Administrative Assistant/ Project Officer

Job Description 
Job Title:

Administrative Assistant/Project Officer

Grade:


APT&C Scale 3 (SCP 14-17), 

Job Type:
Fixed Term to August 2012 initially, extension subject to project funding review in 2012. 

Hours worked:
36¼ hours per week term time only + 4 weeks, hours worked negotiable

Responsible to:
School Games Manager

Liaise with:
Primary, secondary schools, external agencies and the School Games Partnership team. 

Purpose and Objectives of the Post

To provide an excellent communication service to those stakeholders and 
users of the School Games Partnership.  To provide administrative, financial 
and other project support as part of the School Games Partnership team. 

Principle Duties and Responsibilities 

· Acting as first point of contact, via telephone and email for Schools, Local Authorities and other agencies. 

· Undertake word-processing, including the production of letters, mail merge, posters, fliers and certificates.

· Support for systems for admin and finance, using Microsoft Office including Excel and databases, finance packages, expenses, session income and petty cash etc. 

· Website management and update (not technical, but data input and content design).

· Support the monitoring & evaluation processes for grant aided projects and other programmes.
· Control of stationery and some office and sports equipment.

· To work as part of the School Games Partnership team.

· Perform his/her duties in accordance with Rochdale Council’s safeguarding and equal Opportunities Policy.

The post holder may be required to carry out other duties commensurate with the post for instance support for activities and events as required.
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