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SQUASH WALES

VACANCY

Job Title

Administration Assistant – part time
Salary

£2,700 p.a.
Location

Flexible
Reporting to
Squash Wales National Coach

Job Summary

To provide part time (30 hours per month) administrative support to the National Coach, dealing with a wide range of requests, including travel logistics and proactive recording of all coaching activity as directed by the National Coach.
To coordinate all coaching review plans, monitoring and measuring plans and such recording mechanisms as may be required from time to time.
Main Duties

· Provide PA support to the National Coach, including work of a confidential nature

· Schedule meetings and record content as required

· Communicate information as directed by the National Coach

· Devise and maintain monitoring and measuring plans to include feedback mechanisms 

· Administrative support to include letter generation, response and recording processes

· Set up and maintenance of databases to record efficacy of all coaching plans and programmes, ensuring key information is constantly up to date

· Responding to general/ad hoc queries relating to coaching plans and programmes

· Coordinate work schedule with Finance & Office Manager 

Technical Skills

· Word

· Excel

· Power Point

· Access (or similar database) desired but not essential

Experience

Office or similar environment experience is preferable but not essential as training will be provided

Personal Attributes

· The ability to work as part of a team and on own initiative

· Excellent verbal communication skills

· Excellent Interpersonal skills

· Confident telephone manner

· Flexible

· Self motivated

· Attention to detail/accuracy

Language Skills

English – excellent written and verbal

Welsh – preferable, but not essential

To Apply
Please contact Sue Evans, Finance & Office Manager, Squash Wales, Sport Wales National Centre, Sophia Gardens, Cardiff, CF11 9SW on 029 2033 4911 for an application form or download from the Squash Wales website at www.squashwales.co.uk (Click on “Job Vacancies” on the main menu) or e-mail squashwales@squashwales.co.uk 
Closing Date for Applications
Friday 13th August 2010. Interviews week commencing Monday 23rd August 2010.

