ULTIMATE

ACTIVITY CAMPS
Inepiring children every day!

Role: Activity Programme Administrator

Reporting To: Activity Programme Manager

Salary: £18,000to £20,000 perannum

Contract: Fulltime, fixed term. March 2021to September2021(possible
extensiontoNovember2021)

Hours: Monday to Friday 9am-5pm, exceptduring Easterand Summer
schoolholidayswhen hourswillbe 8am - 6pm.

Location: Farmoor, Oxfordshire (0X2 9LU)

Ultimate Activity Camps (part of Active Education Group)runfunand inspiring activity
camps for childrenduring the school holidayat approximately 30 independent schools
across the country. At Ultimate Activity Campsthe mostimportant part of a child’s
experience isthe quality of the activity programme they enjoy. As part of the
Operations Team, you willresponsible forsupportingthe Activity Programme Manager
in the preparationand delivery of the weekly timetables, activity resourcesand
paperworkforourchildren’sactivity camps, ensuring that ourcamps live up to our
mission of “Inspiring Children EveryDay’.

Duties and Responsibilities:
Primary

o Createtheweeklytimetablesforeach camp togive each child theverybest
experience whilst ensuringtheyare accurate for staffinglevelsand school
facilities.

o Liaisingwiththe operationsandrecruitmentteamson the timetables.

e SupporttheActivity Programme Manager in ensuringweeklycamp paperworkis
preparedaccurately, ontime.

o« Workingwithotheroperationsdepartmentstoensure allweekly paperworkand
reportsarereadyin time fordeliveries.

e SupporttheActivity Programme Manager in creatingand preparing camp
activity resources.

Secondary

« Betweenoperatingseasons,additional responsibilities mayinclude supporting
the marketingand recruitment departments.

Ihe Ultimate Activity Company Is committed to safeguarding and ensuring the welfare of children, young people and vuinerable adults and expects all
employees and volunteers to share this commitment. All appointments are subject relevant check in line with safe recruitment guidelines, including, but not
limited to, DBS Disclosure checks, identity checks, employment history and reference checks, and international criminal record checks where required.
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Requirements:

E ssential

« Behighlyorganisedwith anexcellentattentionto detailand methodical
approach towork.

o Ableto effectivelymanage your time to meetdeadlines.

e Behighlycomputerliterate, withgood experience using Microsoft Excel.

o Beanenthusiasticteamplayer, happyto workas part of abusy andfast-moving
operationsteam.

e Ableto commute daily toour Head Office just outside Oxford.

Desirable

o Previousexperienceinanadministrativerole.
o Experienceworkingwithchildrenina similar setting.

To apply, sendyour CVand coveringlettertoourActivity Programme Manager:
dave@ultimateactivity.co.uk

The Ultimate Activity Company is committed to safeguarding and ensuring the welfare of children, young people and vulnerable adults and expects all
employees and volunteers to share this commitment. All appointments are subject relevant check in line with safe recruitment guidelines, including, but not
limited to, DBS Disclosure checks, identity checks, employment history and reference checks, and international criminal record checks where required.
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