Admin & Operations Officer
Purpose of the Role
The Admin & Operations Officer keeps Radio West Suffolk running smoothly day‑to‑day. This role ensures the studios are operational, volunteers are supported, paperwork and scheduling are organised, and the station’s premises, utilities, and safety processes are well‑managed. It is the organisational backbone of the station, coordinating people, spaces, and systems so presenters can focus on delivering great radio.
Key Responsibilities
Administration & Station Operations
· Manage day‑to‑day administrative tasks, paperwork, and internal communication.
· Ensure studios are operational, tidy, and ready for presenters at all times.
· Oversee building access, utilities, maintenance, and liaison with the Trust or landlords.
· Support planning for new premises, refurbishments, or equipment moves.
· Maintain station documentation, policies, and operational records.
Volunteer Support & HR Administration
· Coordinate the recruitment and onboarding of new volunteers.
· Maintain volunteer records, contact details, and training logs.
· Support the HR/Safeguarding Lead with inductions, wellbeing, and inclusion processes.
· Help volunteers navigate station procedures, schedules, and expectations.
· Assist with rota management for presenters, producers, and wider team roles.
Scheduling & Programming Coordination
· Manage the weekly and long‑term programme schedule.
· Coordinate cover for shows, holidays, sickness, and last‑minute changes.
· Work with presenters and producers to ensure accurate show information.
· Support the Events Coordinator with scheduling for events and outside broadcasts.
Automation, Logs & Music Rotation
· Oversee the automation system, ensuring playlists, clocks, and schedules are correct.
· Maintain and update music rotation, categories, and compliance rules.
· Ensure logs are accurate and complete for Ofcom and internal reporting.
· Upload and organise audio files, promos, and imaging within the playout system.
Premises, Safety & Compliance
· Support health and safety processes, including risk assessments and building checks.
· Ensure studios and communal areas meet safety and accessibility standards.
· Liaise with the Chief Engineer on equipment issues affecting studio operations.
· Maintain inventories of keys, equipment, and essential supplies.
Skills & Qualities
· Highly organised, reliable, and detail‑focused.
· Strong communicator who enjoys supporting volunteers.
· Calm under pressure and able to juggle multiple tasks.
· Good problem‑solver with a practical, can‑do approach.
· Comfortable using digital tools, scheduling systems, and playout software (training provided).
· Passionate about community radio and creating a positive volunteer environment.
Experience (desirable, not essential)
· Experience in administration, operations, or office management.
· Familiarity with scheduling, rota management, or volunteer coordination.
· Experience with radio playout systems or automation (training can be provided).
· Experience in community organisations, charities, or volunteer‑led groups.
What This Role Contributes to Radio West Suffolk
· Keeps the station running smoothly and professionally every day.
· Ensures volunteers feel supported, informed, and valued.
· Maintains the operational backbone that allows great broadcasting to happen.
· Strengthens the station’s reliability, safety, and organisational resilience.
· Helps deliver the mission to inform, entertain, and connect the community.

