	Job Title: 
	Heavy Woollen District FA Secretary 

	Reports To: 
	Council of the Heavy Woollen District FA & Chief Executive Officer of West Riding County Football Association (WRCFA)
	Jobs Reporting into the Job Holder:
	District FA Treasurer (currently a combined role)

	1. Job Purpose

	· To undertake the disciplinary, regulatory and operational administrative functions of the Heavy Woollen District FA. 


	2. Principal Accountabilities/Responsibilities

	Administrative
· Undertake District FA affiliation to WRCFA
· Sanctioning (ensure District FA competitions are sanctioned by WRCFA)
· Competition Rules - Ensure Rules are sanctioned by WRCFA, and ready for approval at the AGM.
· [bookmark: _GoBack]Be aware of changes to the Standard Codes of Rules, and requirements to adopt these.
· Day-to-Day Correspondence
· District FA Communications (to clubs, referees and District FA Council Members)
· Reports for Council of Heavy Woollen District FA
· Organisation of District FA AGM including production of the Annual Report
· Production of District FA Handbook (hard copy and/or electronic copy)
· Production of agenda for District FA Council Meetings
· Recording of Minutes of District FA Meetings
· Book venues for District FA meetings and events, including competition Semi-Finals and Finals
· Forward relevant correspondence to other District FA officers
· Ordering, engraving and collection of District FA Trophies and medals
· Organisation of Constitution for new seasons

Referees
· Referee Appointments, Referee Re-appointments and communication of appointments to Match Officials, Club Officials and Referee Appointments Secretaries
· Collation of Referee Marks
· Supplying marks to CFAs
· Collation of referee match report forms
· Looking after referees at Cup Finals and other key games
· Supporting the development of referees in conjunction with the CFA RDO

Results
· Collation and checking of score lines, match returns for ineligible players
· Publication of results/cup draws
· Advise Treasurer of charges for late/incorrect results, match returns and other breaches of competition rules

	3. Key Relationships

	Administrative
· Chief Executive Officer WRCFA
· District FA Chairman
· District FA President
· District FA Treasurer
· Secretaries for leagues in which competing teams ordinarily play

Referees
· County FA Referees’ Secretary and Development Officer
· Referee Appointments Secretaries for Leagues across the West Riding County
· Local Referees Associations
· Referees Secretaries of External Cup Competitions

Clubs
· Club Secretaries for competing clubs
· Managers of competing teams

	4. Person Specification

	Knowledge/Experience/Technical Skills/Behaviours

	Essential:-
· Experience in an administration role. 
· Proficient in the use of online systems, e.g. The FA’s Full Time and Whole Game System
· Possess a dynamic, progressive attitude towards innovative practice and processes.
· Working experience using Microsoft Office and a passion for modern technology. 
· An ability to engage with both the paid and volunteer workforce. 
· A working understanding and application of inclusion, equality and anti – discrimination, safeguarding and best practice
· Influence and negotiation skills.
	Desirable:-
· Knowledge of the grassroots football infrastructure.	
· Knowledge of FA Rules and Regulations.
· Experience of influencing volunteers. 
· Understanding of Safeguarding in Sport.

	b) Behaviours 

	· Problem Solving
· Teamwork
· Communicating
· Delivery
· Customer Excellence
· Leadership
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