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Job Description:

P.E. Technician / DofE Administrator 

Work Directed By:

Head of PE / DofE Coordinator

Performance Reviewer/

Team Leader: 

Office Manager 


Purpose of the Post:
To undertake administrative duties within the P.E. Department and Duke of Edinburgh Scheme.  To assist with equipment set up and support in lessons where appropriate.   

Pay Range:


 Scale 3

Time Allocation:
30 hours per week 


8:30 a.m. – 3:30 p.m. (1 hour for lunch) 

Key Responsibilities:

To support Director of Sport and Head of PE and the Duke of Edinburgh coordinator:

PE Administration

· Organising meetings and preparing Letters/Emails to parents, other schools and outside agencies 

· Arranging/ coordinating/confirming fixtures and produce up to date fixture calendar and club rota

· Support the administration of the summer swimming sessions and the Lifeguard Training courses 

· Supporting fixtures where appropriate 

· Booking transportation e.g. school minibuses and coaches 

· Helping with the organisation and running of events such as sports presentation evening, sports day, house competition, district competitions, open days 

· Participate in departmental meetings and taking minutes 

· Liaise with grounds maintenance team for PE requirements 

· Liaising with external coaches and extra-curricular clubs leaders as required. 

· Liaise with site and lettings team regarding PE areas used by outside hirers 

· Creating and updating Sport & PE information display boards around school.

· Dealing with questions/problems from students 

· Order relevant sports clothing for teams

· Stocktaking, equipment replenishment and to arrange the cleaning of sports kit.

DofE Administration

· To support the DofE coordinator in planning and organising the expeditions including letters and consent forms for parents, briefing notes for supervisors, risk assessments, training for participants, information booklets, equipment, using the Evolve Trips and Visits System and liaising with the DofE administrator as required.

· To assist in the planning of the training sessions, expeditions, award ceremonies, and other events for the programme.

· To provide support to the DofE participants.
· To support the DofE Coordinator in managing the recruitment, training, communication and operational organisation of the many volunteers and other staff involved (sorted by administrator)

· To manage an up-to-date database of volunteers, including liaising with the HR Manager and Compliance Officer to ensure the completion of necessary forms, DBS, other required checks, minibus licences, and necessary training, including Child Protection 

· To manage a database of students participating in the Awards 

· To be competent in using school systems. Once trained, to track, monitor and administer the Duke of Edinburgh awards scheme in conjunction with the Davenant admin team.

· To form good relationships with students, supporting them and to promote the enjoyment of the D of E programme. 

· Undertake any other reasonable duties related to the job purpose required from time to time 

Davenant is committed to safeguarding and protecting the children and young people that we work with.  As such, all posts are subject to a safer recruitment process, including the disclosure of criminal records and vetting checks.  We ensure that we have a range of policies and procedure in place, which promote safeguarding and safer working practice across the school.

Signed: ……………………………………..

Date: ………………………………………..



EB December 2021


