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Job Title Administration & Logistic Coordinator  

Working Hours Circa 8 hours/week 

Location From home 

Salary £10/hour : January – August   

Reporting to Management Committee, Dundonald Games Society  

 
Background  
 
Dundonald Highland Games is organised by Dundonald Games Society, a group of volunteers 
and enthusiasts who meet regularly to organise and promote the highland games and all the 
events and activities surrounding it. The organisation was formed in 1990 and is now a Scottish 
Charitable Incorporated Organisation (SCIO) having been granted charitable status by the 
Office of the Scottish Charity Regulator (OSCR) in 2013. 
 
The Society is run as a charitable organisation and is supported magnificently by a large team 
of volunteers, sponsors and exhibitors. The organisation, planning and management of the 
Highland Games is a year round activity. 

 
Dundonald Highland Games is one of Ayrshire’s premier cultural events. It is unique in 
capturing traditional Scottish heritage and strong community spirit within the picturesque setting 
of Royal Dundonald Castle. The Highland Games bring together local and national visitors and 
are an important community event which has taken place for over 30 years 
 
The Highland Games takes place on the first Saturday of August each year and attracts around 
5,000 visitors and exhibitors. Further background about the Society, its history, games week 
and Games Day can be found on the website [www.dundonald-games.org.uk].  
 
The Society is seeking to recruit an Administration & Logistic Coordinator  
 
The Person  
 
We are seeking a dynamic, personable and well organised self-starter who will provide 
administration support to the organisation to ensure a successful highland games each year.  
 
The position demands a strong commitment to carrying forward the work of the Society which 
relies heavily on the support of volunteers. The person appointed will have excellent 
communication skills and be familiar with the use of information technology. He or she will 
ideally have an interest or some knowledge of highland games and preferably have workings of 
charitable organisations.  
 
The successful candidate should be highly experienced in logistical planning and should be 
capable of managing many interrelated activities and developing strong relationships with the 
network of suppliers, sponsors, staff and volunteers.  
 
Candidates should possess a high level of diplomacy and be comfortable working in a team 
environment where ideas are shared and discussed in an open way. 
 
A key aspect of the role will be flexible working. The successful candidate will need to be able to 
work flexible hours as the committee meets in the evenings and there is a high workload in the 
spring months, running up to the Highland Games in August.  
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The Post  
 
The role is equivalent to 8 hours per week for 48 week per year. As mentioned above the 
workload will be uneven throughout the year. The role could involve limited travel and therefore 
a full driving licence and a vehicle are desirable. All reasonable business expenses will be paid.  
 
Line Management  
 
The successful candidate will be responsible to the Society’s Management Committee. The first 
point of contact will be the Chairperson.  
 
Main Duties of the Role  
 
The Administrator will be expected to undertake the following specific duties:  

 Act as the first point of contact for queries regarding Dundonald Games Society 

 Arrange Committee meetings, compile minutes, prepare and distribute meeting agendas 
all in consultation with the Chairperson;  

 Attend Committee meetings, report thereto and where possible answer questions arising; 

 Regularly liaise with and provide support to Chairperson, Vice Chairperson, Secretary, 
Treasurer and other nominated volunteers who manage activities such as Advertising, 
Sponsorship, Press & PR and updating the website; 

 Manage all record keeping and other documentation for the Society in conjunction with 
the Secretary; 

 Manage the organisation of Patronage applications and gift aid returns; 

 Suggest ways in which the Society can enhance its income and minimise its costs whilst 
still meeting its overall aims;  

 Liaise with committee members and where appropriate directly with sponsors, trade 
exhibitors and advertisers, which range from shops to schools to professional service 
providers;  

 Assist in the logistics planning for the games including the erection and dismantling of the 
showground infrastructure each year and liaising with external bodies and authorities;  

 Support the drive with committee members for additional advertisers and sponsors;  

 Research external sources of funding and grants and completing applications where 
appropriate; 

 Liaise with suppliers to produce games documentation including games programme, 
patronage rosettes, prizes, certificates, etc..; 

 Introduce new business practises where appropriate that will enhance the Society’s 
effectiveness; 

 Have a knowledge of legislation, regulations and government guidance that may impact 
the Society and its activities such as Health & Safety; and 

 Undertake any other duties agreed with the Management Committee.  
 

A full list of the Tasks associated with months is provided in a separate document.  

 

To apply, please send your CV detailing relevant experience to info@dundonald-

games.org.uk before 14 February 2020. 

Informal enquiries to Elaine McClure on 07909 220359. 
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