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Surrey FA – Football Services Officer (Investigations) – Job Description
Job Description & Information pack – Football Services Officer (Investigations)













	Job Title :  
Football Services Officer (Investigations)
	Reports to:  
Football Services Manager 


	Job Purpose:
· To act as the lead investigator where misconduct and/or rule breaches are reported.
· Provide guidance and education to grassroots football community.
· Offer support to the football services department and Surrey FA as required by the business.    


	Jobs Reporting Into The Job Holder:  

None


	Key Responsibilities:
· Investigate reports of discipline, misconduct and rules breaches.

· Conduct investigations to obtain information in relation to reports received.

· Conduct interviews with witnesses where required.

· Maintain detailed records using investigation logs and tracking of evidence.
· Produce reports in relation to investigation progress and outcomes. 
· Liaise with key internal and external staff to provide updates.

· Act as a discipline commission secretary.
· Provide support to football services department as and when required (affiliation, county cups etc.).

· Provide support to grassroots clubs, leagues and volunteers as required.



	Key Skills and Experience Required (Essential):
· Ability to work independently as well as a member of wider team.  
· Ability to work to deadlines.
· Ability to handle and administer confidential and sensitive information.

· Be an excellent communicator.
· Extensive knowledge of using Microsoft excel, word and email.
· Knowledge of regulatory and judicial practices.
	Key Skills And Experience Required (Desirable):
· Knowledge of the whole game system and/or other football administration systems.
· Knowledge of the structure and organisations within football.
· Experience of working in grassroots football.

· A background working with investigations or similar capacity.
· Knowledge of The FA rules and regulations.



	Behaviours:

Excellence - Approachable, knowledgeable staff and County members delivering a proactive and professional service
Inclusion - Ensuring equality is at the heart of everything we do
Innovation - Embracing new ways of working, new technologies and responding to customer feedback.


The job description offers a summary of the key responsibilities and is not considered to be exhaustive

Further Information

To find out more about Surrey FA please visit www.surreyfa.com.
Interviews to be held week commencing 26th November.
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