St Albans School Job Description

Job Title: Sports Administrator
Reports to: Director of Sport
Department: PE Department
Date: September 2026

1. Purpose of Position
The Sports Department Administrator will provide high-quality administrative support to the Sports Department, ensuring the efficient coordination and smooth running of all fixtures, transport, and associated logistics for Games and co-curricular sport. The postholder will play a key role in supporting the delivery of the School’s sports programme, contributing to the organisation and communication that underpin the success of both competitive and recreational sport.

2. Key Responsibilities

2.1 Sports Administration and Coordination
· Maintain and update all sporting fixtures, results, and team information using SOCS for both Games and co-curricular sport.
· Ensure the accurate and timely input of fixture details, team lists, venues, and opposition contacts.
· Liaise with teaching and coaching staff to confirm fixture arrangements, changes, and cancellations, ensuring all stakeholders are informed promptly.
· Manage fixture cards, weekly schedules, and communication to parents, pupils, and staff regarding sports commitments.

2.2 Logistics and Operations
· Book and coordinate transport for all Games and fixtures, ensuring efficiency, reliability, and compliance with School procedures.
· Arrange catering requirements for fixtures and sports events in liaison with the Catering Department, including visiting team hospitality.
· Support the organisation and smooth delivery of major sporting events, tournaments, and House competitions.
· Assist with the ordering, distribution, and maintenance of sports kit and equipment as required.

2.3 Communication and Support
· Act as a central point of contact for internal and external communications relating to School sport, responding promptly to enquiries from parents, pupils, staff, and visiting schools.
· Circulate fixture lists, team sheets, and updates across appropriate channels (e.g. SOCS, School communications systems, noticeboards).
· Support the Director of Sport and other departmental staff in maintaining records, compiling statistics, and producing reports as required.

2.4 Co-curricular
· Provide operational support to the co-curricular sports programme, including after-school activities and fixtures.
· Attend Saturday fixtures to assist with coordination, hospitality, and on-site logistics, ensuring smooth running of the sports programme.
· Play a full part in the School’s sporting programme by coaching, supervising, and officiating a range of team sports across the academic year. This will include regular Saturday fixtures and may include evening fixtures.
· Support extracurricular trips, visits, or residential programmes connected to your subject or interests.

2.5 General Administrative Duties
· Maintain accurate departmental records, correspondence, and documentation.
· Assist with budgeting and invoice processing for transport, catering, and sports services, under the direction of the Director of Sport.
· Support the wider administrative needs of the Sports Department, contributing to continuous improvement of systems and processes.
· Undertake any other reasonable administrative duties consistent with the role and as directed by the Director of Sport.

3. Key Performance Indicators
· Fixtures and related logistics (transport, catering, communications) are accurately and efficiently managed.
· High levels of communication and coordination between the Sports Department, other staff, and external partners.
· Effective and timely use of SOCS and related systems to maintain up-to-date and reliable information.
· Consistent delivery of administrative support that contributes to the smooth running of the sports programme.
· Positive feedback from colleagues, parents, and visiting schools regarding organisation and professionalism.

Note: This job description is not exhaustive. It may be reviewed or amended from time to time, in consultation with the postholder, to reflect the evolving needs of the school.

Knowledge/Skills/Abilities

Essential
· Strong administrative and organisational skills with excellent attention to detail.
· Experience of working in an administrative role, preferably within a school, sports, or events environment.
· Confident IT user, proficient in Microsoft Office (Outlook, Word, Excel) and comfortable learning new systems such as SOCS and MIS platforms.
· Excellent interpersonal and communication skills, both written and verbal.
· Ability to prioritise effectively, meet deadlines, and manage multiple tasks simultaneously.
· Proactive, reliable, and flexible approach, including willingness to work Saturdays during term time.
· Ability to work collaboratively within a team environment and maintain confidentiality at all times.
 
Desirable:
· Experience using SOCS or a similar sports management system.
· Knowledge of school sports operations and fixtures administration.
· Experience in liaising with external suppliers (e.g. transport and catering providers).
· An interest in sport and commitment to supporting its role in a school setting.


Safeguarding children
St Albans School is committed to safeguarding young people and promoting the welfare of children. The appointee’s responsibility for promoting and safeguarding the welfare of children and young persons for whom they come into contact will be to always adhere to and ensure compliance with the School’s Safeguarding Policy and procedures.  If in the course of carrying out the duties of the post the appointee becomes aware of any actual or potential risk to the safety or welfare of children in the School, they must report any concerns to the Headmaster or to the Designated Safeguarding Lead (DSL).





