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Football Administrator
Full time contract 
Salary: circa £16,000 (depending on experience)
Our County Football Association:
Here at Essex County FA we are responsible for overseeing, promoting and 
developing local grassroots football and supporting The FA in delivering the National
Game strategy.  

The shared values, vision and pride of our workforce is central to our success. We are a team of highly skilled, passionate and hardworking individuals who are committed to the future of grassroots football in Essex. We understand that diversity promotes innovation, and therefore we look for people who are great at what they do, no matter their background. 

Overview of the Role:
· To support the Governance team by way of completing duties and responsibilities indicative of the core areas of the game including discipline, affiliations, refereeing, safeguarding children, competitions and finance.
· To provide a high quality administrative support to the Governance Manager and senior staff.
· To support the delivery of The FA National Game Strategy and Essex County FA Governance Strategy.
What you’ll be doing:
· Dealing with telephone and email enquiries, providing a very high level of customer service to
· internal and external customers.

· Supporting Clubs, Leagues and Football Participants with all aspects of football administration. 

· Supporting customers with using FA IT systems. 

· Supporting and administering the disciplinary process, including acting as a Discipline Commission Secretary. 

· Supporting receipting and invoicing.

· Liaising with other members of the organisation as well as the FA and other County FAs.

Please see accompanying Role Profile for further details.  

Who we are looking for:
The successful applicant will need to be passionate and committed to the development of football at a local level, and be able to work under pressure, handling multiple priorities and deadlines. They will need to demonstrate exceptional customer service, be able to work as part of a team with excellent planning, communication and presentation skills.  They will need a very good knowledge of Microsoft Office programs.  They will be willing to work evenings and weekends on occasions, and be able to demonstrate the Essex FA values of Understanding, Innovation, Integrity, Teamwork and Excellence.

This organisation is committed to safeguarding children and adults at risk of harm. We expect all staff and volunteers to share this commitment.  

Please see accompanying Role Profile for further details.  

What we can offer:
· An exciting and challenging role within a changing, dynamic sports organisation. 

· A competitive salary.

Applications

Applicants should complete the Essex County FA Job Application Pack which consists of an application form and an equality monitoring form, and return both by email to recruitment@essexfa.com
Alternatively applications can be returned by post to the address below, marked Private and Confidential:

Recruitment

The County Office

Essex County FA
Springfield Lyons Approach
Springfield
Chelmsford
Essex
CM2 5LB
Essex County FA promotes inclusion and diversity, and welcomes applications from everyone. If you have any particular requirements in respect of the recruitment or interview process, please mention this upon application.  
The closing date for applications is Friday 23rd November 2018 at 4pm. 
Interviews to be held on Wednesday 5th December 2018.
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