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Badminton Europe has opened a full time position as Administration Manager to join its head office in Copenhagen, Denmark. 

JOB DESCRIPTION

Administration Manager – Badminton Europe
Badminton Europe is the Continental Confederation administering the sport of badminton in Europe. There are currently 4 full time employees backing up an elected Council of 10 officers and 51 Member Associations. Information on the organisation can be found here: http://www.badmintoneurope.com
The current Deputy General Secretary will leave the organisation at the end of June 2010 for a new and interesting position with UK Sport. This has given Badminton Europe the opportunity to re-organise the office.

We are pleased to advertise for an interesting and challenging position as Administration Manager of Badminton Europe-

The tasks indentified to be carried out by the Administration Manager are:

· practical arrangements for the meeting activities of the Confederation

· attending and taking minutes from meetings

· maintaining the Rules and Regulations of the Confederation

· managing the online magazine of Badminton Europe

· managing the BEC inbox and news service

· invoicing, payments and reports

· collecting and updating yearbook date 

· supporting projects in development and events
The Administration Manager will report to the General Secretary.

The work will include some travelling and some flexibility in working hours will be required.

Remunerations will be in line with experience and qualifications.
Qualifications

· Goals and results

· You can set goals in your area of work and reach them

· You can work and deliver within deadlines

· You work loyally towards Badminton Europe’s strategies and goals

· Personality

· You have initiative and personal drive

· You can complete a process from start to finish

· You have a structured  approach to your work

· You have an interest in badminton

· Skills and competences
· Knowledge of  accounting software is an advantage
· You are comfortable working with Microsoft Office 

· Good command of written and spoken English
The successful candidate will have to re-locate to Copenhagen and will already have work permission in the EU to be considered for the job.
The preferred candidate should fit in well in a young environment. 
Interested applicants are invited to send detailed Curriculum Vitae to;

Brian Agerbak

General Secretary

Badminton Europe

House of Sport, Broendby Stadium 20

2605 Broendby, Denmark

Tel: +45 43 26 21 66, Fax: +45 43 26 21 67

E-mail: brian.agerbak@badmintoneurope.com 

All applications must reach the above address by Tuesday 3 August 2010. Only short listed candidates will be notified. 

The selected candidate is expected to start as soon as possible and no later than 1 October 2010. 
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