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JOB DESCRIPTION
1. POST TITLE:
Administration Executive
2. ROLE AND PURPOSE OF POSITION

To provide administrative support, coordinate meetings, prepare reports and other confidential materials for the Professional Game department and Academy department, as required.

3. REPORTING RELATIONSHIPS
· Operational – Head of HR
· Functional – Chief Executive Officer
4. WORKING RELATIONSHIPS:

· Rugby Coaching staff, 
· Academy staff
· Munster Rugby Staff
· Key IRFU Staff
5. RESPONSIBILITIES:
· To provide a full administrative and secretarial support to the Professional game department and Academy department, to include drafting reports, letters, articles and presentations where appropriate
· To implement and maintain an efficient filing system to provide structure and an effective reference resource for the Professional Game and Academy

· Extensive internal and external diary management for the Pro Game and Academy Department, as required
· Screening telephone calls, enquiries and requests, and handling them when appropriate 

· Dealing with incoming email and post 

· Maintaining office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; evaluating new office products; placing and expediting orders for supplies; verifying receipt of supplies.
· Booking of venues for meetings, both in-house and external, lunches etc.

· Maintains customer confidence and protects operations by keeping information confidential.

· Contributes to team effort by accomplishing related results as needed.
The above statements are intended to describe the general nature and level of work required from this position. They are not intended to be an exhaustive list of all responsibilities and activities required.  The holder of this position is required to respond with a flexible approach when tasks arise which are not specifically covered in this job description.
6. KEY QUALITIES:
Applicants should be able to display and provide evidence of the following qualifications/training, experience, specialist knowledge, skills/abilities and personal qualities outlined below in this person specification.

	CRITERION
	ESSENTIAL

	Qualifications with experience
	A relevant third level qualification and /or a minimum of 3 years work experience in a similar role

	Additional
Experience
	· Experience in relationship management  

· Experience of producing detailed work in both word and excel
· Experience of project management

· Experience of working across a multi-disciplinary team

	Knowledge
	· A demonstrable understanding of the game of rugby and knowledge of Munster Rugby in particular

	Skills & Abilities
	· Good written and communication skills

· Ability to work to deadlines

· Ability to work unsupervised

·  High level of IT literacy, in particular excel
· Highly developed interpersonal skills

	Circumstances
	· Ability to work unsociable hours, including evenings & weekends if required

	
	DESIRABLE

	Experience
	· Supervisory experience 
· Event organisation and management

	Knowledge
	· In depth knowledge of Munster Rugby 



