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JOB DESCRIPTION
Job Title:  Team Support Administrator
Reports to:  Group Support & Business Operations Manager
Role Purpose:

To play a key role by providing an efficient and reliable administration and ‘Front of House’ service to the RDA National Office Group Support, Training & Education and National Training Centre teams, and to ensure that all visitors to the site (both scheduled and unannounced) and all those making enquiries by telephone or by email are responded to quickly, and in a professional manner, giving the best possible impression of RDA UK to all involved. 
Specific Responsibilities:
1. Welcoming visitors and handling general enquiries:

To manage the reception areas and to provide an excellent first impression of RDA by:
· Maintaining the ‘Front of House role, by welcoming and announcing visitors, and answering or passing on queries as necessary
· Keeping the reception and surrounding areas clean, tidy and welcoming, to ensure an excellent impression of RDA UK, at all times
· Handling general telephone and email messages promptly and efficiently, and forwarding on to the relevant team member/s as appropriate and in a timely manner 
2. Data entry and administration of documents:

To assist with the careful and accurate management of RDA data and keeping the databases/booking systems up to date:
· Supporting the Group Support team with data entry of essential operations documents including RDA Group trustee update and annual return forms (the periodic update of trustee and group operations information), group activity application forms etc. and scanning/saving the master documents to the database system once completed
· Supporting the Training and Education team with data entry and e-filing of coach qualification and review information, as it is received, to ensure that these records are carefully and accurately maintained 
· Supporting the RDA National Training Centre team with managing data inputting of forms and data

3. RDA Group Order processing:

To manage the fulfilment of Group/ Trading Orders for the Group Support team by:

· Responding quickly and efficiently to orders for resources received from the RDA Group Orders microsite; selecting the correct stock items, preparing parcels for RDA Groups and ensuring that they are posted/ couriered in good time
· Ensuring all stock is neatly maintained and kept up to date, replenishing as needed and advising the Group Support team if overall stock levels are running low, to enable swift reordering
· Printing and collation of resources produced in-house, as required
4. Support for the RDA National Training Centre, including events and competitions 

To provide general support for RDA National Training Centre by:
· Managing data inputting for the centre
· Providing booking support for events and lessons
· Maintaining regular communications to participants (riders) and supporters
· Assisting with social media management, and handling queries and comments received via social media
5. To assist others at National Office by:
· Providing data entry and general administration support leading up to the RDA National Championships, as needed, to support the Projects (Competitions) team. 
6. Other duties:

To undertake such other duties as the Chief Executive or Director of Operations shall, from time to   time, determine, to ensure the smooth running of the office and administration functions. 
PERSON SPECIFICATION
	Criteria
	Essential
	Desirable

	Skills, Knowledge and Experience
	Good working knowledge of MS Office 365 programmes including Outlook, Word, Excel/ MS Teams 
Excellent time management skills and ability to swiftly meet changing demands and priorities

High standards of accuracy and attention to detail, including data entry
An organised and methodical approach to workload


	Use of databases
Experience of working effectively within and between teams

Experience of administering and supporting events 
Knowledge of the equestrian world/ equestrian events

	Personal Attributes
	Takes pride in working as part of a busy and friendly team

Strong commitment to excellent customer service standards
Excellent communication skills (both written and verbal)
	


 ADDITIONAL INFORMATION

· The role is full time (35 hours) and is a permanent appointment.

· The salary offered is £18,000 pro rata + benefits (pension, PHI, death in service)
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