
Job Description 

Job Title: Office Administrator  ENSc5 (£25,473)  
 

Section: Enable Leisure & Culture  Department: Enable Leisure Services (LSS) 

Reports to: Head of Leisure  Date:28/11/19 

 Permanent  

 

Job Purpose 

• To support Leisure Services department by providing administration duties, 

customer service, updating information, and organisation of the office.   

• To support managers in the induction of new staff, ensuring consistency across the 

department. 

Office Support 

1. Provide administration support to the department, including ordering stationary and 

supplies, managing room & resource bookings, filing, managing support service 

accounts such as Survey monkey, updating contact lists and ensuring that we are 

GDPR complaint. 

2. Acts as a first point of contact for enquiries to the office. Provide a hospitable, polite 

and responsive reception/public information point, dealing with enquiries, customer 

compliments, comments and complaints (in person, by phone, email or in writing) 

following corporate guidelines.   

3. Ensures that all departmental administrative and financial policies and procedures 

are adhered to. Maintains and update a procedural ‘handbook’ for administrative 

duties. 

4. Fire Marshal for the office. 

 

Finance 

5. Responsible for managing petty cash for the office, keeping records up to date, and 

reconciling monthly.   

6. Complete weekly banking of cash and other income from Leisure office. Ensure C&D 

sheets are completed accurately and submitted on time.  

 

Department Support 

7. Responsible for ensuring health and safety checks are completed and returned. 

Responsible for ensuring actions relating to the Leisure office are implemented. 

8. Provide additional support and capacity as required within the department. This may 

include; 

a. programme specific support such as data inputting, taking bookings and 

payments   



b. Supporting departmental meetings  

9. Responsible for ensuring relevant KPI’s are completed and reported 

Event Support 

10. Support in the planning, management, and delivery of events within the department, 
including the Get Active Wandsworth Festival, Active Wandsworth Awards, Talk 
Active events, and other departmental events. 

 

General Duties and Responsibilities 

11. To comply with all Enable Leisure and Culture Codes of practice, including the code 

of conduct, and policies and procedures concerning data protection and health and 

safety. 

12. To be committed to the promotion of equality, diversity and inclusion for others, 

both colleagues and customers; to work to create and maintain a safe, supportive 

and welcoming environment where all people are treated with dignity and their 

identity and culture are valued and respected and to report any instances of 

inappropriate behaviour or discrimination.  

13. Ensure confidential data is kept securely in line with data protection best practice 

guidelines and Enable LC’s procedures.  

14. The postholder will be required to work the occasional evening or weekend to 
support LSS events or meetings. 

15. To carry out any other reasonable duties and responsibilities within the overall 

function, commensurate with the grading and level of responsibilities of the post.  

16. Required to occasionally travel inside and outside of the borough either by driving, 

cycling or using public transport. Required to drive Enable’s vehicles both in and 

outside the borough when appropriate.  

 

 


