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Job Vacancy: Administration Assistant
Salary: To be confirmed
Hours Required: 37.5 hours per week (includes occasional evenings and weekends)
Reporting to: CEO
Based at: Kingston Park Stadium, Newcastle upon Tyne, with occasional off-site work.

Newcastle Rugby Foundation is the charitable arm of Newcastle Red Bulls. We use the power of rugby to create positive opportunities for people and communities across the North East and Cumbria. Each year, we work with schools, community groups and businesses to deliver projects that build skills, support wellbeing, widen participation and strengthen belonging.
Purpose of the role:
· Provide accurate, responsive and well-organised administrative support across Newcastle Rugby Foundation.
· Support the CEO and wider team to ensure that records, communications, suppliers and internal processes are managed efficiently, accurately and in line with charity policy and good practice.
· Help colleagues coordinate programmes, camps, festivals, events, fundraising activity, marketing and data so that participants, partners and supporters receive a welcoming and professional experience.
· Contribute to the Foundation’s ability to evidence its impact for funders, partners and trustees, supporting our aim to boost wellbeing, grow skills, raise involvement and build belonging.
Key responsibilities as part of this role include:
· Provide general administrative support to the CEO and wider Foundation team.
· Act as a helpful first point of contact for enquiries from schools, clubs, community groups, parents, participants, partners and supporters, directing them to the appropriate colleague.
· Manage relevant business communications, correspondence, filing, ordering and office administration.
· Maintain accurate electronic and paper records, including contracts, supplier documentation, invoices and operational evidence.
· Support practical arrangements for Foundation activity, including bookings, registers, participant information, communications, equipment, venue arrangements and coach or volunteer coordination, as appropriate.
· Support the administration of programmes delivered in schools and community settings, helping ensure information, permissions, attendance records and communications are in place.
· Assist with camps, festivals, matchday activity, fundraising events and community engagement activity, including bookings, guest lists, participant communications and post-event records.
· Maintain accurate participant, school, club, partner and supporter data in relevant systems, in line with data protection requirements.
· Support the collation of attendance, feedback, case studies and other monitoring information to help the Foundation report to funders, partners and trustees.
· Provide administrative support for marketing and fundraising activity, including donor and supporter communications, event administration and data capture.
· Assist with data privacy, data handling and information management processes, ensuring confidential information is handled appropriately and securely.
· Support quality assurance processes and ensure records are available for internal review, funder monitoring and audit requirements.
· Provide delegated administrative support for financial processes, including raising and processing invoices, recording donations and event income, and maintaining accurate supporting records.
· Work in accordance with the Foundation’s financial procedures, delegated authorities and internal controls.
· Provide clear guidance and practical support to administration volunteers undertaking delegated tasks.
· In addition to the duties which this role normally entails, the postholder may from time to time be required to undertake reasonable additional duties for the benefit of Newcastle Rugby Foundation.
Key performance indicators:
· Accurate, timely and complete administration, records and data across Foundation activity.
· Positive and timely responses to enquiries from participants, schools, clubs, partners and supporters.
· Effective administrative support for programmes, camps, festivals, events and fundraising activity.
· High-quality monitoring information and supporting evidence available for funders, partners and trustees.
· Compliance with the Foundation’s data protection, safeguarding, financial and administrative procedures.
Essential requirements:
· Ability to gain Enhanced DBS clearance (RFU).
· Current UK driving licence and access to a car.
· Experience of working in an administration, business support, office coordination or similar role.
· Excellent attention to detail and ability to maintain accurate records.
· Strong IT skills, including Microsoft Outlook, Word and Excel, and confidence using databases, spreadsheets and digital systems.
· Strong administrative and organisational skills, with the ability to manage multiple priorities and meet deadlines.
· Excellent communication and interpersonal skills, with the ability to work effectively with colleagues, volunteers and external contacts.
· Ability to handle confidential and sensitive information with discretion and professionalism.
· An understanding of and commitment to equality, diversity, inclusion and safeguarding.
· Live the Newcastle Rugby Foundation Rugby Plus values: Positive Energy, Let’s Make Connections, Up for a Challenge, Supportive and Caring.
Desirable
· Experience of working within a charity, community organisation, sport or not-for-profit environment.
· Experience of using Xero or another cloud-based accounting system.
· Experience of processing invoices, donations, event income or fundraising income.
· Knowledge of data protection, charity governance and quality assurance processes.
· Experience of supporting volunteers.
People dimensions:
· Self-motivated, enthusiastic and honest personal attributes.
· Approachable, patient and able to build trusted relationships.
· A proactive, practical and solution-focused approach to work.
· Ability to create positive relationships and promote the services of Newcastle Rugby Foundation.
· Ability to work to a flexible schedule including evenings and weekends.
· Ability to make decisions and use own initiative.
· Comfortable in a team environment and motivated to work independently.
Safeguarding
Newcastle Rugby Foundation takes safeguarding very seriously and is committed to ensuring that all children and adults at risk are safeguarded at all times when engaging in Foundation activities or services. The Foundation has safeguarding policies and best-practice guidance in place, and all employees are expected to understand and follow these policies and procedures.
The Foundation follows safer recruitment procedures and is committed to ensuring staff receive safeguarding training appropriate to their role. The successful applicant will be expected to share this commitment at all times.
Equal Opportunities
The postholder’s duties must be carried out in compliance with the Foundation’s Equal Opportunities Policy, the Health and Safety at Work Act 1974 and subsequent health and safety legislation.
Newcastle Rugby Foundation is an equal opportunities employer. All applicants will be given equal opportunities irrespective of sex, age, race, religion or belief, marriage or civil partnership, disability, sexual orientation, gender reassignment, pregnancy or maternity, or ethnic or national origin.
Employment is subject to satisfactory professional references, proof of eligibility to work in the UK, a successfully cleared Enhanced DBS check and completion of relevant safer recruitment procedures.
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