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Student Activities Administrator (Sports)

Job Title Student Activities Administrator (Sports)

Department Student Activities

Reports To Student Activities Coordinator (Sports)
Location Mandela Student Centre, Canterbury Campus
Hours Zero hours contract, maximum 12 hours per week

Purpose of Role:

This is an exciting opportunity for a current student to support the administration and
delivery of Kent Students’ Union's student-led sports programme. Working alongside the
Student Activities Coordinator (Sport), you will provide essential administrative support for
BUCS competitions, transport bookings, financial processes and events, helping to ensure
sports clubs are well organised and able to deliver an excellent experience for their
members. Through your work, you will play an important role in enabling students to make
the most of sport during their time at Kent.

Main Duties and Responsibilities:

e Provide administrative support to the Student Activities Coordinator (Sport) in the
day-to-day operation of Kent Students’ Union's sports programme.

e Administer the delivery of British Universities and Colleges Sport (BUCS)
competitions, including fixture administration, team registrations, player eligibility,
results, and communication with participating institutions.

e Coordinate transport bookings for fixtures and competitions, ensuring bookings are
accurate, cost-effective and communicated to student groups in a timely manner.

e Process sports-related expenses, purchase requests and reimbursement claims,
maintaining accurate financial records in line with KSU financial procedures.
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e Maintain accurate records, databases and filing systems relating to sports clubs,
memberships, committee information and competitions.

e Respond to enquiries from students, committee members and external
organisations, providing accurate information or referring enquiries where
appropriate.

e Support the organisation and administration of sports events, committee training
sessions and other student activities, including preparing materials, managing
registrations and assisting on the day where required.

e Prepare documents, spreadsheets, reports and correspondence to support the
effective delivery of the sports programme.

e Monitor shared inboxes and administrative systems, ensuring actions are
completed promptly and records remain up to date.

Person Specification

Criteria Essential | Desirable
Educational Qualifications & Training

A current University of Kent student, enrolled for the 2026/27 academic year v
Proficient in written and numerical skills v/

Experience
Experience working independently and as part of a team v
Experience working or volunteering in a busy, customer facing role v/
Proven ability to work with diverse stakeholders and build successful partnerships v/
Experience on a committee of a society or sports group v

Knowledge
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General understanding of Kent Students’ Union, as well as an interest and
enthusiasm for what Kent Students’ Union do

Knowledge of administrative processes or keen to learn them

Awareness of challenges and opportunities facing sports
groups

Understanding of BUCS or student sport structures
Skills & Ability

Skills and Ability

Strong IT skills (Microsoft Office, spreadsheets, databases)

Excellent organisation skills, time management and attention to detail

Clear and confident communication and customer service skills

Ability to handle competing priorities in a busy environment

Values, Attitudes & Personal Style

Commitment to personal and professional development

Respect for equality, diversity and inclusion

Friendly, approachable and professional attitude with a
strong sense of pride in work

Strong commitment to working in a democratic and student- led environment
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