
 
 

Quick Facts  

Time Commitment:  Approx. 1 hour per month. 
Location:   The comfort of your home. 
What you need:  - Have good admin skills. 
    - Be approachable and personable. 
    - Keen eye to detail. 
    - Access to a computer 
 
Role Summary 
To generate more income for the club we are seeking a volunteer 
administrator to offer about an hour across each month to provide 
swift replies to emails on a dedicated email address. You will be 
responsible for sending out and receiving booking forms, overseeing 
the bookings calendar, and coordinating our team of key holders to 
ensure the hirer is met as necessary.  
 
No cash handling is involved as hirers are requested to send 
payments directly to the Treasurer and unless you wish to develop 
the role, you will not be expected to undertake marketing or any 
unlocking or locking of premises. This is purely an admin role. 
 
You will be expected to provide a very brief report to the committee 
quarterly.  
 
What you’ll get out of it 

 Sense of self achievement, fulfilment, and giving back 
 A key role within your community 
 A supportive team and access to subsidised training 

Helper Role Profile 

BOOKINGS CO-ORDINATOR 



How do the young people benefit? 
 Greater income allows us to improve facilities and our 

activity offer. 
 
Skills required 
Anyone 18+ with an enthusiasm for supporting the club can apply.  

 Ability to communicate effectively with adults in the written 
word. 

 Well organised and efficient. 
 Experience in basic computer and administration tasks. 
 Ability to maintain confidentiality. 
 Ability to respond to queries in a timely manner. 

 
 
Please note 
The club will expect a Standard DBS check to be undertaken which 
we can arrange if necessary. 
 
Interested? Next steps 
Please contact Jenny or Roy on kenningtonyouthclub@gmail.com for 
a no commitment discussion.  
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