[bookmark: _Int_fWh7650S]Job Description  
Projects Administrator 
Salary:	   £20,766 Pro Rata
Hours:     21 hours per week 
Fixed term Contract: 12 months (with possible extension subject to further funding 
Location: Based at Linlithgow Community Development Trust office (the EH49 Hub, Linlithgow)
Reports to: Project Manager
Organisational Overview: 
Linlithgow Community Development Trust is a community organisation who aim to make
Linlithgow a better place to live and work.  We instil passion by working with local people
and in partnership with local groups to drive ideas and enthusiasm and have recently
opened the West Lothian Cycle Circuit. This has led to us starting a Linlithgow Active Travel
project to encourage more people to cycle, walk and wheel for the benefit of their
health and for the benefit of the environment.

The West Lothian Cycle Circuit has been designed for easy access with inclusion a key driver in the development of the scheme.   Whether it’s used by children learning to ride a bike, people of all ages cycling for fun, women, people with disabilities mastering the joy of riding an adaptive bike or handcycle or cyclists with their sights on sporting success, the West Lothian Cycle Circuit will champion a culture of cycling for generations to come.

Job Purpose: 	
Based at the EH49 Hub in Linlithgow, working mainly with the Active Travel Project Manager to offer support for a project that delivers cycling, walking and wheeling related activities within West Lothian. 
Your role will be to provide operational and administrative support to ensure successful delivery of the year long project. You will thrive on being organised and have a high level of attention to detail.  You will manage bookings, liaise with partners, staff, volunteers and customers and support the day- to-day operational needs of the West Lothian Cycle Circuit, our e-bikes and e-van and the Active Travel Programme of events.  You will be the first point of contact for any external enquiries and ensure actions are taken to respond in a timely and professional manner.  Administration support for other LCDT projects and events will be required on occasion.



Key Responsibilities
Enquiries and Bookings
1. Act as initial point of contact for all active travel enquiries and event bookings. This will include dealing with individual customers, volunteers, organisations, freelance/sessional staff, partners and key external stakeholders. 
2. Manage project team shared email inboxes, responding to enquiries and forwarding emails as appropriate.
3. Deal with all enquiries in a competent and professional manner and within timescales set by the organisation
4. Support the Project manager with all required scheduling, logistics and related procurement. 
5. Support the Project Manager and Worker with timely promotion of activities and events via relevant marketing channels and answering queries via social media, website and telephone. 
6. Support the administration of the rental and maintenance schedule of our e-bikes.   
Office And Finance Support
· Act as the main point of contact/ administration support for West Lothian Leisure /Xcite as for all WLCC bookings 
· Coordinate booking and invoicing/ payments with relevant suppliers.
· Maintain accurate monthly budget records with input of all invoices and purchase orders
· Ensuring administrative systems, processes and databases are efficient and well managed
· Manage relevant channels and folder within MS Teams and SharePoint sites.
· Support the Active Travel Project Manager with the administration of Health & Safety, HR and other functional infrastructure requirements
· Provide administration support for stakeholder events and meetings, including occasional minute-taking. 
· Maintain Cycle Circuit attendance records and filing in line with GDPR guidelines and requirements of external bodies including funders
· Maintain up to date records and documentation for freelance instructors, partners and funders
· Support the Project Manager in monitoring and evaluation
· [bookmark: _Hlk144227110]Support the Project Manager to provide operational updates to the West Lothian Cycle Circuit Committee and LCDT Board 
Other Duties
· Work closely with other LCDT staff and volunteer teams
· Contribute to the development and upkeep of LCDT’s other projects, physical spaces, websites, events diaries, blogs and monthly mail outs.
· Carry out other duties which may reasonably be required in addition to the main purpose of the job.

	
	Essential
	Desirable

	Qualifications and training


	Relevant qualification in Business Support, Administration, Finance or Secretarial Studies
	

	Experience 

	• Relevant work experience in a fast-paced administration environment servicing the needs of multiple team members of all levels.
• Experience of  venue/site event operations in a paid or voluntary role.


	· Experience working with and motivating volunteers
· Experience working with a range of partners and stakeholders
• Experience of office /finance management in a supporting role would be advantageous.

	Skills and knowledge

	· Excellent communication and interpersonal skills
• Ability to demonstrate attention to detail and to be creative in problem solving.
• An ability to communicate and work in partnership with multiple event stakeholders and stakeholders at all levels.
• Excellent administration, and numerical skills.
• Good touch-typing skills.
• Strong organisational skills with the ability to work with a range of people and operate in a dynamic busy environment.

	· Social media skills
· A good understanding of events delivery, particularly in an active travel or sports context.

	Personal attributes
	· Motivated and driven
· 
· Flexible and adaptable 
· Energetic, proactive and enthusiastic 
	· Passionate about cycling, walking and wheeling


	Other

	· Willingness to work some evenings and weekends if needed
· 

	








