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Business and Operations Administrator 
Key Responsibilities
Development Team
The Business and Operations Administrator will assist the wider development team with support including but not limited to
· Managing the Sport80 membership system
· Providing administrative support to the Regional Managers and Development Officers 
· Provide administrative support to the Coach Education and Development Manager
· Data analysis of the Scottish Hockey membership
Finance 
The Business and Operations Administrator will assist the Senior Finance Officer with day-to-day finance support including but not limited to 
· Data Entry 
· Processing Invoices
· Creating invoices
· Bank Reconciliation
· Credit Control
· Assisting the business with providing budget information
Competitions
The Business and Operations Administrator will assist the Competitions and Events Manager with support including but not limited to 
· Weekly match administration
· Umpire and Official expenses
· Maintain competitions inbox and communicate effectively with clubs
Other Duties
The Business and Operations Administrator will provide support to the wider organisation which will include, but is not limited to 
· Monitoring shared inboxes and distributing emails to the relevant people
· First point of contact with incoming calls to the organisation
· Website updates and social media postings
· Provide support at Scottish Hockey events
· Support the CEO and wider organisation with communication, reporting and records management.
· Contribute to the continuous improvement of day-to-day processes within the organisation
· Contribute to the wider administration team
· Any other relevant duties as designated by Scottish Hockey management
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