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WE ARE WOMEN IN SPORT 

Are you passionate about gender equality?  Do you want your work to make a difference?  We are 

Women in Sport – come and join our team. 

Women in Sport is the leading charity dedicated to empowering women and girls through sport.  Our 

vision is a society where women and men have equal opportunities.  Women and girls are missing out 

on the lifelong benefits of sport.  We want to change this, now, for every woman and girl in the UK.  We 

are the only organisation in the UK that researches sport purely from the perspective of women and girls.  

We use the insight gained to drive change through campaigns and partnerships. 

We are looking for an energetic person to cover the maternity leave of our Crew Leader.  This is a rare 

and exciting opportunity to work in a small ground-breaking charity, in the high profile and fast-moving 

arena of women’s sport with plenty of scope to make your mark on the cause. 

We are a team that shares a great ambition, has a highly flexible and adaptable approach to work and 

comprises people who want their day job to make a difference to society.  An interest in women’s sport 

will also help but you do not need to be ‘sporty’ – in fact we value a diversity of experiences of sport in 

our team.  And you don’t have to be female to work here.  Come and be part of this exciting new era for 

women’s sport. 

THE ROLE 

The Crew Support Officer will be an energetic and relentlessly positive individual, with a strong customer 

service and relationship management focus and ethos.   

It is your role to make sure the people working for the charity are supported to be highly successful.  You 

will also be the first point of contact for external stakeholders.  You will excel at building relationships and 

as an ambassador for our cause.   

You will do this by ensuring that the charity’s systems and process are followed, and by being the 

‘anchor’ for the team.  You will be proactive and want to make improvements to support the team.  Think 

of the cox in a gold medal winning rowing crew – keeping the team on track and working to maximum 

efficiency – this is you. 

You will also be the first point of contact for the many and varied people engaging with the Charity – be 

that stakeholders or partners from within the sport sector, funders or members of the public.  You will be 

a strong ambassador for the cause, ensuring you understand our work and can direct people to the right 

team member to assist them.  You will provide brilliant customer service. 

You will provide limited PA support to our busy Chief Executive and Head of Insight & Innovation and the 
role will report to the Head of Finance and Operations.   

Responsibilities 

1. Office Management 



You will ensure that the office runs seamlessly; that all systems and processes are efficient and 

effective.  You will look for ways to constantly improve office management.  This will include, but not 

limited to: 

• Main point of contact for the office 

• Directing all incoming calls to the correct person 

• Managing incoming and outgoing mail and deliveries 

• Management of the info@womeninsport.org mailbox, forwarding or answering emails in a timely 

fashion. 

• Greeting visitors, as the main reception and providing general support by getting them seated in 

a meeting room and providing refreshments etc 

• Ordering all office supplies and ensuring office is continuously stocked 

• Maintain the office condition, firefight any office/admin problems as they emerge 

• Manage all aspects of administration and logistics relating to recruitment and induction of new 

staff. 

• Address employee’s queries regarding office management issues (e.g. stationery, IT issues) 

• Support in-house or off-site activities as and when required, such as conferences, celebrations, 

exhibitions and any ad hoc events 

• Under the supervision of the Head of Finance and Operations, maintain a safe and secure 

working environment for staff, clients and visitors.  

• Ensures accurate and up-to-date records of all office-related contracts, supplier details, reports, 

certificates, and other documents necessary to record and/or file.  

• Ensure office systems and processes are efficient and effective.  E.G. HR processes such as 

annual leave booking, record keeping for our cloud-based shared drive etc. 

2. Crew Support 

Be a positive presence, proactively look for ways to assist the team.  Ensure office systems & processes 

run smoothly and efficiently.  This will include, but not limited to: 

• Booking travel and accommodation 

• And for the CEO and Head of Insight & Innovation: 

o Manage diary appointments 

o Travel and accommodation arrangements 
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o Book meeting rooms as required 

o Produce daily preparation packs for meetings for the CEO 

• Be a Fanzone Superuser, and support managing the relationship with Blackbaud (the supplier) 

specifically: 

o Manage mailing to the database contacts – supporting staff who create the mail content 

o Update the database ensuring data protection / GDPR policies are adhered to 

o Support fundraising initiatives, utilising the database 

o Ensure all team members have the correct permissions for the system and have the 

required ability for use.  Train team members where necessary 

• Ensure the office runs smoothly even when you are not present by: documenting office systems 

and processes; ensuing they are intuitive; communicating effectively with the team about how 

things are done; and making written information easily accessible. 

• Ensure all team members understand and can use the office systems and processes, support 

them in doing so and look to constantly improve processes seeking feedback from the team 

regularly. 

3. Customer Service 

Provide exceptional customer service to the internal team and any external individual or body contacting 

the charity.   

• Be professional and positive at all times, you are the first point of contact for anyone contacting 

the charity and therefore must emulate the values of the charity. 

• Ensure you understand the basics of each team member’s role, be able to direct calls and emails 

to the right individual. Also, be able to articulate each person’s role to stakeholders,  facilitate a 

positive experience for anyone contacting or working with Women in Sport. 

• Work closely with the Finance Officer, mutually covering one another’s roles during periods of 

Annual Leave, lunch breaks etc. 

• Adapt to the everchanging nature of the role, within the organisation, with a positivity and a ‘can 

do’ attitude. 

The post holder may be required to undertake such duties not included in the job description as are 

reasonably requested by the Line Manager, Head of Insight & Innovation or CEO. 

The job description may be subject to review from time to time in consultation with the post-holder. 

Reward 



Starting salary: £22,000 - £24,000 

Hours: 35 per week. The post holder will be required to undertake occasional commitments outside 

normal working hours, for example, but not limited to, supporting Women in Sport events. 

Annual leave: 25 days, plus Bank Holidays  

Pension: Women in Sport operates an auto enrolment pension, with matched contributions of up to 3% 

of salary. 

Flexibility: Women in Sport offers a range of options for flexible working and we’d be happy to discuss 

your needs at interview stage. 

EXPERIENCE & SKILLS 

Required 

• Significant experience in a similar administrative / support / PA role  

• Good IT Skills, advanced experience with office productivity tools such as Microsoft Outlook, 

Office (Word, Excel, PowerPoint) and the internet, etc.  

• Ability to multi-task and prioritise effectively in a fast-paced environment. 

• Excellent communicator (written and verbal), listener and rapport builder – you will be liaising with 

colleagues, stakeholders, vendors etc  

• Professionalism, this role represents the CEO and is therefore an ambassador of the 

Organisation and often the first point of contact.  Must be able to demonstrate engaging and 

professional interaction with all charity touch points. 

• Training skills – able to train the team in systems, processes and Fanzone 

• Analytical and problem solving skills; a proactive approach is essential in this role, particularly in 

identifying inefficiencies in management of the office and finding solutions. 

• Strong organisational and time-management skills; capacity to solve problems, prioritise tasks, 

adapt to changing workloads & work under pressure. 

• Ability to make diplomatic decisions independently and work on your own initiative, seeking 

continuous improvement.  

• Demonstrated experience maintaining confidentiality and discretion related to personal and 

business matters 

• PA experience is desirable.  If the candidate does not have this they will need to demonstrate 

ability to learn and knowledge of the basics of diary management. 



Personal Attributes 

• Enthusiasm, energy and willingness to meet challenging demands, work to deadlines and cost 

limits and initiate and sustain improvements in service. 

• Highly organised 

• Proactive 

• Self-motivated and a highly flexible approach to work, with desire for the growth and success of 

the organisation and a personal commitment to the Women in Sport cause. 

• Demonstrable commitment to the ethos of equality and diversity. 

• Self-disciplined, with excellent attention to detail. 

• A strong team player with good inter-personal skills 

• A positive approach to work 

• A can-do attitude 

• An interest in women’s sport 

ABOUT US 

We’re committed to equality and operate within a culture and structure that recognises diversity and 

strives to be fair.  We live by our values of Fairness, Insight-led, Collaborative and Challenging, (details 

on our website) and we aim to have an entrepreneurial and flexible approach to work.  

We’re based at the House of Sport in Borough where we share facilities with a range of other sport 

businesses and charities. The environment offers us the flexibility to work in a hot-desking environment, 

alongside all the ‘Big Office’ facilities of great broadband, a selection of well-equipped meeting rooms 

and break-out space. It suits our fast-paced, enthusiastic attitude and allows us the flexibility we need to 

respond to change.  

 

We’re a small team, but we’re doing big things.  If you want to help us achieve our vision, why not 

consider a career with Women in Sport. We’re in. Are you?  

HOW TO APPLY 

To apply please send a CV and Supporting Statement (no more than a side and a half of A4) 

demonstrating how your skills and experience match the Person Specification to 

careers@womeninsport.org 



CLOSING DATE: 25 June 2018  

  



ADDITIONAL INFORMATION 

The Team 

 

May 2018 

--- END --- 

CEO

Head of Finance 
& Operations 

[PT]

Crew Support 
Officer [Mat Cover 
to Dec 18 for Crew 

Leader]

Finance Officer 
[PT]

Head of Engagement & 
Communications

Senior 
Engagement 

Manager

Senior 
Communications 

Manager

Communications 
Officer

Campaigns 
Manager 

[Project post to 
end Dec 2018]

Head of Insight & 
Innovation

Insight Manager 
[PT]

Insight Officer

[Job Share - 6 days]

Senior 
Innovation 
Manager

Innovation Manager 
(GOGA)

[PT - Project Post to 
2019

Innovation Officer (Girls) 
[PT - Project Post to Jan 

2019]


