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Surrey FA – Football Services Officer (Investigations) – Job Description
Job Description – Business Support Assistant 













	Job Title :  Business Support Assistant
	Reports to: Business Support Officer


	Job Purpose:
· To provide administrative support to the Football Services/Development departments and/or other areas of the business as required. 
· To support Surrey FA (SFA) email inboxes.

· To perform the role of Surrey Schools FA (SSFA) Secretary. 
· To manage office resources to appropriate stock levels.

· To support in the organisation and delivery of events/conferences. 



	Jobs Reporting Into The Job Holder:  None 



	Key Responsibilities:
General

· To support the administration of SFA email inboxes and ‘Freshdesk’.

· To manage office supplies including water, paper, toner, stationery and storage of all items. 

· To support in the organisation and delivery of events/conferences. 

· To deal with correspondence, complaints and queries.

· To ensure that health and safety policies / procedures are up to date and actioned.
Football Development Department
· To provide support to the Referee Development Officer with administration as required.

· To assist with the administration of coaching and referee courses where required by the Education team.
· To contribute to the completion of CRC’s as and when required.
Football Services Department
· To offer general affiliation and County Cup support as required by the Competition Officer.

· To administer red and yellow cards.

· To administer non-personal discipline hearings.
Surrey Schools FA Secretary

· To act as secretary for SSFA.

· To act as member of the SSFA committee requiring attendance at meetings as required.

· To administer all school and district competitions and fixtures.

· To manage relationships with SSFA stakeholders.
· To administer and organise all SFA cup finals. 

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



	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.

	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.
· Experience of being involved in event planning. 




	Behaviours:
Excellence – We are approachable, knowledgeable staff and County members delivering a proactive and professional service

Integrity - We act with honesty and are consistent in our work, based on the values of the organisation

Inclusion – We ensure equality is at the heart of everything we do

Proactive - We go out of our way to find potential problems and then resolve them

Innovation – We embrace new ways of working, new technologies and respond to customer feedback




Further Information:
To find out more about Surrey FA please visit www.surreyfa.com.
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