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	Post No. :
	POST00001197/POST00001163/ POST00001182  JET920 

	Post Title:
	Administration Officer

	Directorate:
	Community and Environmental Services

	Division:
	Leisure and Catering Services

	Section:
	Leisure

	Reports To:ctive Blackpool
	Senior Duty Officer 

	Location:
	Blackpool Sports Centre/Palatine Leisure Centre/Moor Park Health & Leisure Centre/Common Edge Community Sports Village

	DBS Status:
	None 

	Grade:
	Grade D



	Role Purpose

	To provide specific clerical and administrative or financial functions for the Council under the direction or instruction of senior staff.



	
Main Duties and Responsibilities

	Key duties:
1. Provide general clerical support including clerical processes, word processing, IT based tasks requiring knowledge of various ICT packages and operation of office equipment;
2. Analyse, evaluate data and information and run reports.
3. Maintain manual and computerised records and management information systems;
4. Maintain confidentiality and where required adhere to safeguarding procedures.  

Individuals in this role may also:
1. Deal with enquiries either by telephone, email or face-to-face, offering information and support.
2. Responsible for processing block bookings & large events using leisure management software
3. Responsible for the selection, ordering and storage of supplies, under direction and distributing as required;
4. Undertake general financial administration such as processing stock orders, reconciliation and daily banking/cash collection.
5. Responsible for raising invoices & chasing outstanding customer debts.
6. Responsible for inputting cash & card online returns.
7. To liaise directly with accountancy colleagues with regards to monthly income via online/app payments.
8. Responsible for daily/weekly & monthly reports with regards to direct debit payments ensuring income is collected on time and any discrepancies corrected.
9. Process and input new health & fitness membership mandates and daily cancellations on the system including Learn 2 swim direct debits & monthly cancellation reports
10. Provide Leisure Management administrative support in the creation of web and social media content.
11. Note taking at meetings.



	Qualifications
	Essential or Desirable 
	E/D

	· Level 2 (GCSE Grade A**-C or Grades 9-4) or equivalent qualification, including Functional Skills, in English and Maths.
	E



	Knowledge, Skills and Experience 

Required
	Essential or Desirable 
	E/D

	Knowledge
· Considerable knowledge of using Microsoft applications and management information systems;
· Knowledge of financial processes.
· Knowledge of processing invoices and payments.


Skills
· Good interpersonal communications skills.
· Good ICT skills
· Ability to deal with conflicting demands
· Good organisational skills

Experience
· Considerable Experience of general clerical, administrative and financial work;
· Considerable Experience of using Microsoft applications and management information systems;
· Experience of working in a leisure environment.
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	Vision and Values

	Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities
We have two priorities:
· Priority one - Communities: Creating stronger communities and increasing resilience.
· Priority two - The Economy: Maximising growth and opportunity across Blackpool.
Our Values
We aim to:
· Deliver quality 
· Be fair 
· Be accountable 
· Be compassionate 
· Be trustworthy 



	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.
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