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Job Title: Administrative Assistant: Motherwell FC Community Trust
Location: Fir Park Stadium, Motherwell ML1 2QN
Job Type: Part-time (20 hours per week; Monday-Friday 10am-2pm)
Salary: £23,000 per annum pro rata
About the Role:
We are seeking a reliable and organised Administrative Assistant to join our team. This role involves handling day-to-day administrative tasks including answering phone calls, responding to emails, and working with various computer software to support smooth office operations.
Key Responsibilities:
· Answer incoming phone calls in a professional and friendly manner
· Manage and respond to emails promptly and accurately
· Use computer software (such as Microsoft Office, spreadsheets, scheduling tools, etc.) to perform administrative duties
· Maintain digital and physical filing systems
· Assist with data entry and document preparation
· Support other team members with administrative tasks as needed
Requirements:
· Strong verbal and written communication skills
· Good organisational and time-management abilities
· Comfortable using common office software (e.g., Word, Excel, email platforms)
· Friendly, professional, and proactive attitude
· Previous experience in an administrative or customer service role
To Apply:
Please send your CV and a brief cover letter to community@motherwellfc.co.uk with the subject line “Admin Assistant Application.
Closing Date:
Friday 13 June 2025 12pm
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