Role Profile 
	Job Title: 
	Football Development Administrator

	Reports To: 
	Referee Development Officer
	Jobs Reporting into the Job Holder:
	None 

	1. Job Purpose

	· To support Referee Appointments and Football Development Administration
· To support the delivery of the National Game Strategy and local County football plan in partnership with colleagues and key stakeholders 
· To contribute to the achievement and retention of the Safeguarding Operating Standard

	2. Principal Accountabilities/Main Responsibilities

	· Support the appointment and reappointments of  Referees to the Nottinghamshire Football Associations County Cup’s
· Support the appointment and reappointments of  Referees to the Saturday Pool
· Support the appointment and reappointments of  Referees to the required FA competitions
· Support the appointment and reappointments of  Referees to the Nottingham Forest Academy, Notts County Academy and the Nottingham Forest RTC
· Co-ordination of first steps games for newly qualified Referee’s, liaison with partner youth leagues to centrally allocate first games. 
· Support the RDO in monitoring the CRC status for all registered referee’s, tutors, coaches and mentors
· Support the FDO (Workforce) in monitoring the qualification and safeguarding compliancy of all coach education tutors 
· Liaise with the Notts FA Designated Safeguarding Officer to support the administration of safeguarding across the business inclusive of Risk Assessments, Safeguarding visits and CRC compliancy
· Support the administration of the Charter Standard Annual Health Check Process
· Support the FDO (Workforce) in the monitoring and distribution of the coach education club bursaries
· Support the chasing of invoices and updating of the Nottinghamshire FA budget spreadsheet

· Complete other Administrative duties as per the request of the Chief Executive Officer and the role holders Line Manager

· To act at all times in the best interests of children and young people under the age of 18 and in accordance with The FA’s Safeguarding Children Policy

· Ensure that the CFA effectively implement and maintain the FA’s Safeguarding Operating Standard within Football.
· To undertake Safeguarding training and CPD as considered appropriate by the CFA.


	3. Knowledge/Experience/Technical Skills/Behaviours

	a) Knowledge/Experience/Technical Skills

	Essential:-
· Excellent administration and IT skills

· Ability to prioritise and structure work

· Eye for detail and accuracy

· Excellent communicator – verbal and written

· Ability to read, digest and assimilate information

· Ability to form good working relationships with internal and external customers

· Work practically and methodically 
· Developing and delivering goals and objectives
· Monitoring and evaluation

· Ability to think ‘outside of the box’ and gather and collate information
· Understanding of Referee appointments 
· Knowledge of Safeguarding within sport
	
Desirable:-


· Experience of Sports / Football Administration

· Knowledge of the structure and organisations within football both Nationally and within the County boundary
· Knowledge of partner organisations within the County FA locality

· Graduate / Graduate calibre 

· Demonstration of equality in action

· Outcome focussed

· Data analysis

· Report writing



	b) Behaviours

	· Customer service focussed
· Teamwork

· Communicating 
· Listening skills
	· Assertiveness
· Developing self and others

· Pro-active and positive ‘can do’ attitude

	Further Information
Will the job-holder have direct access to young persons under the age of 18, within the context of the job or any subsequent related activities or responsibilities?           YES 

As this role involves direct access to young persons under the age of eighteen, within the context of the job or any subsequently related activities or responsibilities, the successful candidate will undergo a thorough screening process, which will include a Criminal Records Bureau Disclosure, to ensure their suitability for the role
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