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JOB DESCRIPTION
	
JOB TITLE: HOURS: 
CONTRACT 
SALARY: 
LOCATION: 
	
Cricket Development Administrator
Full time or part time (minimum of 25 hours per week)
Permanent
£19,000 - £21,000 plus expenses
Ageas Bowl and remote 




PURPOSE OF THE ROLE
To provide administrative support to the cricket development team, helping to ensure HCB programmes and events are delivered effectively. 
PRINCIPLE ROLES AND RESPONSIBILITIES
· Utilise Play-Cricket to administer HCB competitions, festivals, leagues and cups.
· Support partners to fully utilise Play-Cricket - websites, fixtures and results.  
· Upload events and courses to HCB’s online booking system - Cvent.  This will include running reports to monitor registrations and payments.
· Manage HCB’s club affiliations, which will involve liaising with clubs and maintaining the club and volunteer database.
· Provide administrative support to deliver the Girls Regional Performance Centres. This will include booking facilities and communicating with parents/players regarding selection.
· Attend large scale events to support successful delivery, such as schools and club competition finals, showcase events at the Ageas Bowl, women’s and girls' events, club conferences/seminars.
· Upload content onto the HCB website and provide support to maintain social media channels when required, to promote HCB and partner activities. 
· National programme admin support – ensure all centres have necessary prerequisites in place.
· Maintain internal and external event planner.

KNOWLEDGE, SKILLS AND EXPERIENCE
· Previous experience in an administrative and customer focussed role
· Ability to build and maintain excellent rapport with customers (internal and external) both over the telephone and face to face
· Excellent literacy and numeracy skills
· Excellent written and oral communication skills
· Familiar with Microsoft Office software and email
· Well organised, with the ability to prioritise, multi-task and effectively meet deadlines
· Helpful, can-do attitude
· Attention to detail
· Works on own initiative as well as a strong team player

Desirable
· Experience of managing social media platforms 
· Experience of working with volunteers 
· Experience of website administration
WORKING HOURS
The normal working days will be Monday-Friday.  The majority of working hours will be between 9.00am and 5.00pm, however you will be required to work evenings and occasional weekends as an when the role requires.
This job description outlines the principal accountabilities/main duties relating to this post.  However, the post holder may be required to undertake other duties not detailed above, as directed.
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