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          We need an administrator – Is that you?
We are a community football club based in North Kensington playing in competitive leagues. Having started with one under 11 side we now have 12 teams including our adult’s First Team who are poised to win their Premiership title. Who knows where we could end up! Our culture is defined by:
+ Nobody is prevented from playing because they cannot afford it                                         + Loyalty begets loyalty
We plan to expand our educational provision by offering players the opportunity to qualify as a referee, coach and first aider. We would also like to help others make the most of their move to higher education or work. The club is run by volunteers and has grown to the point where we need help.
---------------------------------------------------------------------------------------------------------------------------------------
Job Title:  Administrator.          Reporting to: Trustees.              Based: Initially from home
Remuneration: Circa £15,000/annum for approximately 3 days/week plus attending some evening and weekend events or meetings
Job Description

· Work with Managers to collect player membership/subscription forms

· Keep database of players and supporters up to date

· Organise and publicise End of Season Presentations and fundraising events
· Act as the Club Volunteer Coordinator

· Communicate with players and supporters via emails and postal service

· Produce Christmas and End of Season news letters

· Attend KD Operating Committee evening meetings – 6-8/year

· Purchase equipment and kit for each team

· Undertake such other tasks as necessary to ensure the smooth running of the club

Skills/Qualifications:

Essential:

· IT Literate with experience of working with and maintaining databases

· Strong demonstrable administrative skills 

· Available during the day but prepared to attend out of hours events

Desirable:

· Car driver; Lives within 2 miles of Ladbroke Grove tube station

Person Qualities:

· An interest in the charitable/voluntary sector and working with youths
· In sympathy with the wider aims of sport

· Ability to mix easily with a wide range of players and parents
Interested? – Please email your CV to admin@kensingtondragons.com  explaining why you would like to help us and why you would be suited to the job. The deadline for applications is Midnight on Friday 6th June 2014. 
