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Job Description: 

Job Title:		Sport Development Assistant	
Department:		Sport Development
Reporting to:		Head of Clubs & Membership
Direct reports:	None
Location: 		Home based
Requirement:		3 days a week – Wednesday/Thursday/Friday
	
Our values

We have developed a set of values to guide how we operate. As one archery community:
· We value people for who they are and what they do
· We choose to work and learn together
· We strive for excellence
· We always act with integrity

Job purpose 

The Sport Development Assistant is responsible for the delivery of efficient and effective project support to the Sport Development Officers and Membership Team.  
The Sport Development Assistant will contribute to the organisation’s vision of enriching lives through archery, and the successful achievement of Archery GB’s strategic ambitions, which are: 
· Membership Structure
· Empowering Workforce
· Diversity Throughout
· Archer Recruitment
· Digital First
· Pathway & Podium


Key responsibilities

1. Providing the Sport Development Officers with administrative and project support to ensure clubs and communities can deliver archery in line with NGB expectations/requirements.
2. Supporting the Membership Team to manage telephone queries from members.
3. Management of project coordination associated with annual events and activities.


Key Activities
· Process and manage changes to club records, supporting clubs in applying and maintaining up to date information.   
· Manage the coordination of projects across and between teams to ensure effective and timely delivery
· Conduct analysis of events and projects analysis to identify successes and learnings, to aid continuous improvement
· Build local connections in the sport and physical activity environment to support the delivery of Sport Development plan
· Coordinate the administration of OnTarget clubs
· Undertake the required planning, booking, and administering of events, seminars and meetings for events such as Start Archery Week, Range Returners, OnTarget Conference etc
· Provide general administrative support for the Senior Sport Development Team managers as required, such as database entry and bookings.  
· Support the Membership Team in ensuring clubs and members telephone queries are managed efficiently and courteously.
  
Key relationships/interfaces
· Sport Development Officers
· Membership team
· Sport Development wider team
· Clubs and members
· External partners

Key measures
· Delivery of Sport Development plan
· Member satisfaction data

Flexibility clause
Role may require occasional travel to different locations to support event delivery/meeting attendance
The job holder is required to be flexible in their duties and may be required to undertake other duties and responsibilities as specified by Archery GB.
The job holder will be expected to travel to Lilleshall, Shropshire at least once a quarter.

Variation Clause
This is a description of the job as it currently applies. This will be reviewed, in conjunction with the post holder, and updated or varied as appropriate. It is the practice of Archery GB to periodically review job descriptions, to update them and to ensure that they remain relevant to how the job is to be performed. 
Last reviewed:    March 2025	

Person specification

	

	Essential
	Desirable

	Qualifications & Training



	· Good standard of general education including English and Maths GCSE or equivalent
· Evidence of continued personal professional development and expectation of continuing willingness to develop own professional skills
· Full driving licence

	· A Level or equivalent Level 3 in business/administration 

	Knowledge



	· Strong and proven working knowledge of Microsoft Office applications including Word, Excel, and Outlook 
· Knowledge of sports development in the community  

	· Knowledge of archery
· Knowledge of CRM system

	Experience




	· Experience in providing high quality administrative support.
· Experience of project management preferable in a sporting environment 
· Experience of working in a volunteer and sports club environment  

	


	Skills & Abilities


	· Demonstrates good attention to detail 
· Strong planning and organisational skills
· Customer focused
· Able to build trust and relationships with colleagues and external partners
· Confident communicator with good written and verbal communication skills 
· Ability to remain positive but focused when working to challenging deadlines 
· Team player who is also able to take responsibility and accountability for themselves
· Self-motivated and able to work on own initiative
	· Flexible, proactive and productive under pressure
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