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Job Title: Administrative Assistant
Location:  Greenock
Reports to: Operations Manager
Contract Type: Part-time, permanent role (25 hours per week). Flexible and/or hybrid working available for the right candidate. 
Salary: £24,479 to £28,000 pro-rata, £17,485 – 20,000 for 25 hours per week.
Pension: 5% employer contribution matched up to 7%
Holidays: 31 days per annum, increasing by 1 day per year after 2 full years’ employment (up to a maximum of an additional 5 days) 
Role Purpose
The Administrative Assistant will provide comprehensive administrative support to Ocean Youth Trust Scotland, ensuring the safe, efficient, and effective delivery of operations. Working within a small, collaborative team, the postholder will contribute to all aspects of administration including volunteer coordination, training support, safeguarding compliance, and vessel operations.
This role requires a high level of organisation, attention to detail, and a strong commitment to the values and ethos of Ocean Youth Trust Scotland. While an interest in the maritime or sail training sector would be beneficial, previous maritime experience is not essential. We are primarily looking for someone with strong administrative skills, a positive and flexible approach, and the ability to manage a varied workload effectively. Full training and support will be provided to help the successful candidate develop knowledge of Ocean Youth Trust Scotland’s operations and the wider sail training environment. 
Key Responsibilities
Qualifications, Medical & Compliance Administration
· Administer and maintain accurate records of young person medical information in line with safeguarding requirements 
· Coordinate and record sea staff medicals 
· Carry out and track sea staff qualification checks 
· Manage PVG administration, ensuring all staff and volunteers are appropriately cleared and records are up to date 
Weekly Operations Administration
· Produce and manage weekly crew lists 
· Distribute crew lists to relevant parties
· Prepare and issue crew packs to support voyages and programme delivery 
· Monitor and review weekly operations reports
Volunteer Coordination
· Book volunteers onto voyages, events, and activities 
· Respond to volunteer enquiries, including managing and escalating queries where appropriate 
· Collate and record staff and volunteer feedback to support continuous improvement 
· Support general training boat administration as required 
Operations Support
· Assist with the creation and updating of operational documents and resources 
· Maintain and update staff rotas 
· Provide administrative support for vessel turnarounds to ensure smooth transitions between voyages 
Training Administration
· Support the planning and delivery of training events 
· Provide administrative support for RYA (Royal Yachting Association) training, including record-keeping and coordination












	Category
	Essential
	Desirable

	Experience
	Experience in an administrative role
	Experience working with volunteers or in a youth or third sector organisation

	Skills & Abilities
	
Ability to work effectively as part of a small team
Strong organisational skills with excellent attention to detail
Ability to manage multiple tasks and prioritise effectively
Strong communication skills, with the ability to interact positively with volunteers and staff
Ability to handle sensitive and confidential information appropriately
Excellent IT skills

	Familiarity with maritime, sail training, or outdoor learning environments
Experience supporting training programmes or events

	Knowledge & Values
	
Understanding of and commitment to the values and ethos of Ocean Youth Trust Scotland
Willingness to actively listen, share information, and communicate clearly

	Knowledge of safeguarding processes and compliance requirements

	Qualifications & Compliance
	
Willingness to undergo and obtain a PVG (Protecting Vulnerable Groups) check

	—

	Personal Attributes
	
Positive and approachable manner when interacting with volunteers and colleagues
Ability to motivate, support, and work collaboratively within a team
Flexible and adaptable approach to work in a dynamic environment

	Drivers licence



image1.png
.\‘u
» “

;,,"‘«

SCOTLAND




