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Administrator 
Job Description
Aim 
To provide efficient and proactive administrative support across Riding Lights Theatre Company, ensuring the smooth day-to-day running of operations. The role also supports the Executive team with PA duties, helping to coordinate activity, manage communications, and enable the effective delivery of the organisation’s programme and strategic priorities.
 
Organisation
Reports to:		Executive Director 
Direct Reports: 	Casual FOH Staff 	

Key Responsibilities

Administration
· Act as the first point of contact for the organisation, managing general enquiries via phone, email, and other communication channels, and directing them appropriately in a timely manner.
· Provide administrative support across the organisation, assisting colleagues with tasks and projects as required.
· Maintain the membership database (Infoodle), ensuring accurate records and supporting all associated membership processes.
· Lead on the preparation and submission of monthly Gift Aid claims, ensuring compliance and timeliness.
· Oversee the administration of the Riding Lights Box Office, ensuring efficient systems and excellent customer service.
· Support the Producer Programmer with contracting processes for projects and programme activity, including preparing and issuing contracts.
· Manage office systems, including key equipment, supplies, and lease or service contracts, ensuring smooth day-to-day operations.
· Provide administrative support for the delivery of Riding Lights events (including Summer Theatre Week, Members’ Day, Christmas Party, and Make Space events).
· Lead on administrative processes for all participation and outreach activity.
· Coordinate front of house staffing, including training, rotas, and scheduling.






Executive & PA Support
· Provide proactive PA support to the Executive Director and wider executive team, including diary management, scheduling meetings, and coordinating appointments.
· Prepare agendas, papers, and supporting documents for meetings, and take accurate minutes where required.
· Support internal communication by drafting correspondence, reports, and presentations on behalf of the executive team.
· Assist with project coordination, tracking actions and deadlines to support delivery of strategic priorities.
· Manage confidential information with discretion and professionalism.
· Support travel arrangements, bookings, and logistics for the executive team as needed.

Person Specification
Experience
· Administrative experience, ideally in an arts, charity, or similar organisation.
· Experience of managing a varied workload and supporting senior staff or teams.
· Experience of customer service and handling enquiries.
Skills & Knowledge
· Strong organisation and time management skills, with good attention to detail.
· Clear written and verbal communication skills.
· Confident using IT systems, including Microsoft Office and databases/CRMs.
· Ability to handle confidential information with discretion.
Desirable
· Experience in a theatre or events environment.
· Knowledge of box office systems, Gift Aid, or membership administration.
Personal Attributes
· Proactive, reliable, and able to use initiative.
· Flexible, with a positive and collaborative approach.
· Good interpersonal skills and a commitment to the organisation’s work.



These key responsibilities are not exhaustive and other duties may be allocated as appropriate to the role.
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