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	Scottish Mountain Rescue
Job Description

	Job Title
	Administration Officer

	Reporting To
	Head of Development

	Hours
	37.5 hours per week. Some evening and weekend working may be required on occasion to support events and activities, with time off in lieu available.

	Location
	Remote with travel as required to in person events

	Salary 
	£25,300



Overview

Scottish Mountain Rescue (SMR) is the community of 28-member Mountain Rescue Teams. The teams deliver a world class Search and Rescue (SAR) Service and respond to requests from Police Scotland. Our 850 volunteers respond in a moment’s notice, 24 hours a day, 365 days a year to provide assistance to people in the outdoors. They give up their time, their beds, abandon their work, and are often called away from their families to assist total strangers. Scottish Mountain Rescue is the representative and coordinating body for mountain rescue teams in Scotland. We support our 25-member teams in a number of areas including raising awareness of the teams through press and social media. This helps the public to know what teams do and supports many aspects of their work from recruitment of new team members to making links to new organisations that can potentially provide vital equipment.

The charity is undergoing a period of consolidation and change, as we respond to an independent review by the Cranfield Trust. We are looking to extend the administrative support that is available to the staff team, Board and members as we manage a significant period of change. 

Overall Job Purpose

To support the smooth running of Scottish Mountain Rescue by providing essential administrative support across a wide range of functions that underpin our work with mountain rescue teams and the wider SMR community.

Key Responsibilities

1. Provide day-to-day administrative support to the staff team as required
1. Manage incoming enquiries and provide high-quality customer care to a wide range of stakeholders, including volunteers, members of the public, donors, and partner organisations
1. Maintain and develop accurate organisational records, databases, and filing systems, ensuring data is kept up to date and well managed
1. Support the administration and coordination of events
1. Assist with fundraising administration, including donor acknowledgements and Gift Aid processing
1. Support the effective use and maintenance of the organisation's CRM system and related data processes
1. Manage shared communications channels, including general email inboxes and incoming correspondence
1. Support website and intranet content updates and general digital administration
1. Assist with stock, merchandise, and resource administration as required
1. Contribute to administrative projects and improvement initiatives as the organisation develops
1. Undertake any other reasonable duties in line with the nature and level of the role, as required by the line manager






	Criteria
	Essential
	Desirable

	Skills
	1. Excellent written and verbal communication skills
1. Strong interpersonal and customer service skills, with confidence engaging with a wide range of stakeholders including volunteers, donors, and the public
1. Excellent organisational skills with the ability to manage multiple tasks and meet deadlines
1. High level of accuracy and attention to detail, particularly when working with data and records
1. Ability to work independently using own initiative, as well as collaboratively as part of a small team
1. High level of IT literacy, including confident use of Microsoft Office, email, databases and online systems
1. Ability to learn new systems quickly and adapt to changing priorities in a small, fast-paced environment
1. Ability to handle confidential and sensitive information appropriately and professionally
	1. Experience using CRM systems or maintaining donor/supporter databases
1. Experience supporting events or fundraising activities
1. Understanding of basic data management or reporting processes

	Experience
	1. Strong commitment to the aims and values of Scottish Mountain Rescue and supporting volunteer emergency services
	1. Experience working in an administrative or office-based support role
1. Knowledge of, or interest in, mountain rescue and the work of volunteer rescue teams
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