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JOB TITLE



:
Active & Healthy People Programme Adminsitrator
GRADE



:
TBC Anticipated Salary Range £18,932-£21,342 
POST NO



:
4198
SERVICE



:
Communities, Health & Wellbeing and Sport
UNIT




:
Active & Healthy People Team
REPORTS TO


:
Programme Lead
RESPONSIBILE FOR

:
No Staff
LIAISON WITH


:
Other Council Staff, Councillors, Members of the Public, programme stakeholder organisations, Sport England relevant National Governing Bodies
PURPOSE OF JOB

To provide all aspects of central administration for the Active and Healthy Programme Team to enable their effective strategic and operational delivery of the Exeter and Cranbrook Sport England funded Local Delivery Pilot programme

To provide a comprehensive, efficient and confidential secretarial and support service in line for the Programme Lead to enable them to focus on their strategic objectives, vision and management responsibilities.

MAIN ACTIVITIES

1. To provide an effective and efficient Personal Assistant service to the Programme Lead by prioritising workloads and working to tight deadlines

2. To monitor and act upon Programme Lead emails, using initiative and judgement to prioritise and make decisions on various responses

3. Screen telephone calls and deal with routine matters on behalf of the programme team
4. To carry out diary management role for programme team members arranging meetings and appointments and assisting with time management 

5. To deal with correspondence on a daily basis answering on behalf of the programme team, or forwarding for others to deal with, where appropriate.

6. Using a daily diary folder, collate and bring forward papers for programme events, meetings and workshops
7. To take minutes at meetings, both internal and external 

8. Responsible for co-ordinating, managing and collating agendas and papers for corporate and external meetings

9. To type, format and amend reports, correspondence and other documents, including preparing Powerpoint presentations 

10. As required, produce reports and written papers on behalf of programme team and senior management.

11. To assist the programme team in any of their research tasks to include obtaining information for reports and supporting documents, obtaining background and contextual information for meetings.

12. Making travel and accommodation arrangements as and when necessary

13. Managing and reviewing office systems (filing etc.)

14. To co-ordinate responses to complaints, ombudsman and MPs correspondence ensuring that they meet the necessary deadlines 

15. To liaise with Councillors, Officers and external organisations as necessary.

16. To provide a reception and hospitality service for any visitors
17. 
Any other duties commensurate with the role.
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