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Admin Assistant (Activities)

Phone :
Web : https://www.readingfc.co.uk/

Job Summary

Vacancy :
Deadline : Jun 24, 2023
Published : May 29, 2023
Employment Status : Full Time
Experience : Any
Salary :
Gender : Any
Career Level : Any
Qualification :

Job Description

To deliver admin support to the Activities Department of the Community Trust.
To assist the department heads and managers ensuring all information collected is accurate.
To liaise with the Activities Administration Officer
Main duties
-          To ensure the registers are completed accurately for each session.
-          Support in coordinating the Activities Department’s activities and operations (staff rotas, manage
travel arrangements & agendas)
-          To support budgeting and bookkeeping procedures
-          To order and manage office stationery and supplies.
-          Maintain internal databases/ keep accurate filing records in line with internal policies
-          To liaise with external agencies, ensuring all data received is accurate.
-          Manage phone calls, emails, letters etc.
-          To uphold the Trusts GDPR and Data protection policies.
-          To adhere to a strict code of confidentiality in respect of any information relating to Reading
Football Club and its operation.
-          To maintain and follow Reading Football Club Community Trust’s policies and procedures
(including but not limited to Safeguarding (Child Protection), Health, Safety, Equal Opportunity, Data
Protection and Mental Health and Wellbeing).
-          To act in a manner that always supports the Trust’s Vision and Values, representing the Trust in a
professional manner.
-          To assist colleagues with any other reasonable duties.
Learn more about the job here:
Reading FC - Admin Assistant
If you meet the person specification and wish to apply, please complete the application form and return it
to epovey@readingfc.co.uk.

Education & Experience

https://sportidealisten.se/wp-content/uploads/2023/05/fde69080-f971-11ed-9a9e-81798cbb26b4.docx
https://sportidealisten.se/wp-content/uploads/2023/05/069f8920-f972-11ed-9a9e-81798cbb26b4.docx
mailto:epovey@readingfc.co.uk
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Must Have

Educational Requirements

Compensation & Other Benefits


