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Introduction

Thank you for your interest in working at Ferny Crofts Scout Activity Centre. This document does not form part of the terms and conditions but aims to give you more information about the role, its context and an outline of the work you could be involved with.

About Ferny Crofts
Ferny Crofts is set in 31 acres of the beautiful New Forest National Park. The Centre offers indoor accommodation in the form of two 32 bed units and a 6-bed unit which can be either catered or self-catered. Camping for up to 500 is also on offer, campsites of various sizes are available both in the woods and on open fields. 

Onsite high-level activities add to the attraction and include Abseiling, Adventure Course, Archery, Climbing, Crate Stack, High Ropes, Raft Building, Rifle Shooting, Team Build and Zip Wire. 

Staff Structure
DEPUTY CENTRE MANAGER
FACILITIES TEAM COORDINATOR
ACTIVITIES TEAM COORDINATOR
MAINTENANCE PERSON

LEAD ADMINISTRATOR
(FULL TIME)

HOUSEKEEPER
GENERAL ASSISTANTS, INSTRUCTORS, VOLUNTEERS
LEAD INSTRUCTOR
LEAD INSTRUCTOR
LEAD INSTRUCTOR
ADMINISTRATOR (PART TIME)
 
TRUSTEE BOARD (via) ACC FERNY CROFTS
 
CENTRE MANAGER
 

Applications:
Please ensure in your CV and Cover Letter, that you provide a statement as to why you believe you are suitable for the role and what you believe you could bring to the post and wider team. 

Ensure you address the points detailed in the person specification below.

Your CV should include at least two employment references. 

Please email your application to jenny.osey@fernycrofts.org.uk by 5pm on 4th January 2026
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ADMINISTRATOR 

JOB DESCRIPTION 

SALARY: £12.84 per hour. £25,029 per annum 
REPORTS TO: Deputy Centre Manager 
DATE OF JOB DESCRIPTION: NOVEMBER 2025

PURPOSE OF THE JOB
The Administrative Team will provide admin support to all aspects of Ferny Crofts Scout Activity Centre. The main purpose of the role is to oversee all campsite and accommodation bookings, being the primary point of contact with customers throughout the booking process and whilst on site and providing outstanding customer service at all times. 

The Administrator assists with the effective day-to-day operation of the Ferny Crofts Office including finance processes such as banking and assisting in processing invoices and other outgoing payments. Additional tasks include assisting with marketing campaigns and supporting the Management Team with key projects as required. 

This is a job-share role, with two Administrators working together to provide seven day per week administrative cover for the Centre. Therefore, excellent communication and team-working qualities are essential.  


KEY RESPONSIBILITIES 

ADMINISTRATION 
· Responsible for day-to-day liaison with Customers, responding to enquiries, and managing the booking and payments process for all customers. 
· Ensure phone calls are answered during office hours, and any answerphone messages are responded to in a timely manner. 
· Responsible for ensuring all printing is done as required; to a professional standard, meeting deadlines. For example price lists, self-led activity sheets, customer forms etc.
· Assist in ensuring all relevant documentation is up to date in line with Centre procedures. 
Finance 
· Responsible for ensuring that purchase invoices are paid on time.
· Responsible for processing Weekly Banking and Petty Cash. 
· Responsible for ensuring all Sales Invoicing is issued and monitored so that payment is received in a timely manner. 

CUSTOMER SERVICE 
· Respond to customer enquiries at Reception.  
· Ensure all customers receive excellent customer service at all stages of their contact with the Activity Centre.
· Assist with the ‘meet and greet’ of all guests on arrival at the Activity Centre.
· Assist with obtaining customer feedback, reviewing and reporting back, and implementing improvements as appropriate. 
· Assist with the day-to-day operation of the Ferny Crofts website and booking system.

Catering 
· Assist the Deputy Centre Manager with organising the catering, including coordinating contractors on site, and liaising with customers to ensure the catering service meets their needs. 
Retailing 
· Responsible for ensuring that Tuck Shop and vending facilities are in working order, stocked with appropriate goods and marketed successfully. 
· Monitor Ferny Crofts retailing against the agreed budget. 
Major Events 
· Assist the Deputy Centre Manager with managing major events at Ferny Crofts. 


OTHER DUTIES 
· Contribute to the continuous growth and development of Ferny Crofts by bringing new ideas to the Centre and the role, which will improve our services, increase efficiency, and reduce costs. 
· The post holder will sometimes be required to assist with the cleaning of facilities such as the accommodation blocks and site toilets.   
· Other duties as deemed necessary by Management in view of changing needs/policies of the Activity Centre. 

ROTA AND WORKING HOURS
Ferny Crofts Activity Centre is a 7 day a week operation, and all staff work on a 7-day rota, including weekends and occasional unsociable hours during our very busiest periods. 

This is a job-share role, with two Administrators working together to provide seven day per week administrative cover for the Centre. Therefore, excellent communication and team-working qualities are essential.

The rota would work on a four-week rotation, as follows:
Week One – Saturday, Sunday and Monday
Week Two – Saturday, Sunday and Monday
Week Three – Monday, Tuesday and Wednesday
Week Four – Monday, Tuesday and Wednesday

PERSON SPECIFICATION
E = Essential		 D = Desirable

EXPERIENCE

	Proven experience of dealing directly with customers face to face, by phone and in writing.
	E

	At least 2 years in a customer / guest care environment
	D

	Experience of using and administering an electronic booking system
	D

	Experience of working as a member of a small team
	E

	Experience of working with and supporting volunteers
	D

	Experience of working within Scouting would be an advantage
	D




KNOWLEDGE

	Understanding of The Scout Association and how we work
	D

	Knowledge of the outdoor education industry
	D



Qualifications

	Educated to GCSE level (or equivalent), including grades A-C in Maths and English
	E

	Current First Aid qualification
	D




SKILLS

	Good communication skills both oral and written
	E

	Good administrative skills including the ability to create appropriate systems
	E

	Ability to organise and prioritise own workload
	E

	Accounting and cash handling skills
	E

	Competent IT skills including use of databases, websites and Office applications
	E

	Clearly demonstrate an ability to provide 5 star customer service
	E

	Able to be a positive team member
	E



Miscellaneous

	Flexible approach to allow evening and weekend working when required
	E

	Flexible approach to assist with other tasks as required
	E

	Willing to further own skill levels
	E







What’s in it for me?

Annual Salary:
Starting salary of £25,029 per annum (pro rata for part time role).
 
This salary will be reviewed as part of the annual pay review.
Salaries are paid monthly in arrears on the last working day of each month.

Hours worked: 
22.5 hours per week, to be discussed with the successful applicant

This will include regular weekend working (maximum of 50% of all weekends- two weekends on two weekends off) and follow a rota pattern. Working pattern is more flexible during the quieter winter months. 

Standard hours worked are 08:30am to 16:30pm, with a 30-minute lunch break.


Location: Ferny Crofts Scout Activity Centre, Beaulieu Road, Beaulieu, SO42 7YQ. Accommodation is not provided as part of this role.

Holiday Entitlement: Equivalent to 33 days (pro rata), which includes bank holidays*

In addition to a basic entitlement of 33 days’ annual leave per year, including bank holidays (pro-rata for part time roles), we will now award additional leave for length of service over one full year, up to a maximum of five days.

*Ferny Crofts closes completely over the Christmas and New Year period, and you must ensure you have sufficient annual leave to be taken over this time. Bank Holidays are treated as normal working days, and therefore not automatically granted as days off. 


Probationary Period: This post is subject to a 6-month probationary period.

All posts are subject to enhanced DBS clearance.

A comprehensive Staff Handbook is available on request.

Any Questions?
If you have any questions about the role or working at Ferny Crofts, please contact Jenny Osey, Deputy Centre Manager at jenny.osey@fernycrofts.org.uk 
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