Role Profile 
	Job Title: 
	Project Administrator

	Reports To: 
	Business Manager 
	Jobs Reporting into the Job Holder:
	

	1. Job Purpose

	To deliver administration support to the Business Manager and manage/deliver high profile/impact projects for the Business Manager. Provide high quality administration support to internal and external customers and stakeholders. 

	2. Principal Accountabilities/Main Responsibilities

	· Administration support to the Business Manager

· High profile/impact projects 

Personal Development

· Utilise data and good practise examples to positively grow and promote the game with/through partners and media outlets
· Support the development of the Business and Operational Plans  

· Support the Budgeting process and management of results   

· Support the administration of the Business Manager and deliver key projects



	3. Knowledge/Experience/Technical Skills/Behaviours

	a) Knowledge/Experience/Technical Skills

	Essential:-

· First class administration, secretarial and IT skills

· Ability to prioritise and structure work

· Eye for detail and accuracy

· Excellent communicator – verbal and written

· Ability to read, digest and assimilate information

· Ability to form good working relationships with internal and external customers

· Work practically and methodically 
· Monitoring and evaluation

· Project management skills

· Ability to think ‘outside of the box’ and gather and collate information
	
Desirable:-


· Experience of Sports / Football Administration

· Knowledge of the structure and organisations within football both Nationally and within the County boundary
· Knowledge of partner organisations within the CFA locality

· Demonstration of equality in action

· Outcome focussed

· Data analysis

· Report writing

· Driving licence


	b) Behaviours

	· Customer Service focussed
· Teamwork

· Communicating

· A cool head and desire to succeed
· Not a clock watcher
	· Assertiveness
· Developing Self and Others

· Pro-active and Positive ‘can do’ attitude
· Listening skills

	Further Information

Will the job-holder have direct access to young persons under the age of 18, within the context of the job or any subsequent related activities or responsibilities?           NO 
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