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JOB DESCRIPTION
Job Title: Academy Administrator
Reports To: Academy Manager
[bookmark: _GoBack]Hours: Part Time (17 hours per week)
Pattern of Work: Flexible and in line with the requirements of the job. You will be required to work unsociable hours some evenings and weekends, depending on match and training requirements.
Salary: £13/hour
Main Purpose of Job
The Academy Administrator will provide a wide range of administrative support to the Glasgow City Academy. They will also support the growth of the Glasgow City Foundation more widely by assisting the Academy Manager in delivering key Glasgow City Foundation and Academy objectives.

Key Responsibilities
1. Act as Club Secretary for the Glasgow City Academy.
2. To oversee the effective arrangement of match fixtures for all Academy teams and to ensure that liaison with opposition clubs is efficient and professionally managed at all times. This relates to logistical details, including but not limited to, venue arrangements, kick off times, referees, match formats, travel requirements, kit colours, administration and equipment.
3. To manage all Academy lets and pitch bookings ensuring the effective organisation of facility access for all teams.
4. To oversee the management and provision of Academy kit and equipment. 
5. Working with facilities and the Academy Manager to co-ordinate the training schedules for all teams.
6. To liaise with Scottish Women’s Football to ensure all demands of each team/league are met.
7. Assist with the planning of fundraising events for the Foundation.
8. To provide administrative support to the Academy Manager.

Skills and Experience
- Excellent interpersonal and communication skills.
- Excellent time management and planning skills.
- Proficiency in Microsoft applications including PowerPoint, Word, Excel and Office 365.
- Ability to multitask in a fast-paced environment
- Knowledge of the youth girls’ game in Scotland is preferred.
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