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Job Description and Person Specification

	Job title
	Football Development Administrator (Refereeing)

	Reports to
	Referee Development Manager 



	Job purpose

	· Ensure excellent customer service standards as primary responder to Football Development workforce enquires. 
· To assist the delivery of the Referee Key Performance Indicators – (Overall Number of Refs, Recruitment, Retention, Conversion to Fully Qualified Refs and Progression)
· To provide effective administrative support to the Football Development workforce team in delivering the annual operational plan and related outcomes 
· Support the Marketing and Communications of the Football Development team products and services. 
· Assist in the delivery of the referee operations, development, and services. 
· To comply with FA rules, regulations, policies, procedures, and guidance that are in place from time to time.

	Direct reports
	None 



	Location
	London FA office, Wembley Stadium (flexible home working arrangements available)

	Working hours
	35 hours per week, including some evening or weekend work

	Contract type 
	Permanent 

	Salary
	£24,000



	[bookmark: _Hlk20836786]Responsibilities

	· Support for in administration on our Freshdesk customer service tool (primarily referee queries). 
· Support in the delivery of the referee offer. 
· Attendance at Workforce CPD events (occasional evening/weekends) 
· Support Referees to register with London FA 
· Support in the delivery of new referee support package. 
· Assist in our Safeguarding Visits. 
· Assistance in the referee retention tactics 
· Assistance in the new referee rewards and recognition plans. 
· Assistance in post ref support. 
· Liaison between refs and leagues for games. 
· Appointing on behalf of London FA to fixtures for our County Cup fixtures and appointments on behalf of academies. 
· Manage the administration of the Referee Progression Pathway (RPP). 
· Administer the RPPs pre-season administration. 
· Assist in the Phone Management System (POD). 
· Weekly emails to our Workforce. 
· Management of Match Day Coaching & Observer appointments. 
· Assist in the quality control of Match Day Coaching and Observer Reports. 
· Keep up to date records of candidates and manage our platform for promotions via Centre Circle.
· Support the affiliation delivery of our clubs. 
· Support in website related administration. 
· Support with liaison between affiliated leagues, affiliated clubs, London FA Council (mainly Referee Committee). 
· To be an ambassador for London FA positively promoting the sport and those that work and volunteer within it. 
· To support the delivery of The FA National Game Strategy and the new London FA Strategy.  
· Ensure safeguarding is embedded into all work and activities. 
· Assistance in Safeguarding Assessment administration. 
· Support the Safeguarding Compliance for Match Officials. 
· To support the delivery of other key areas of the business as required.



	Person specification

	Qualifications

	Essential 
· A-Level (or equivalent) to Degree Education
· FA Referee Qualification. 
	Desirable 
· FA Referee Developer Qualification 
· FA Match Day Referee Coach
· FA Accredited Observer

	Skills

	Essential
· Competent IT skills (Word/ Excel/PowerPoint/Databases/Microsoft Office/internet) 
· Self-motivated with the ability to build trust-based relationships  
· Excellent customer service skills 
· A working understanding and application of inclusion, equality and diversity, 
· A working understanding of safeguarding policy and practice
· Excellent problem-solving and decision-making skills 
· Team player 

	Desirable
· Event management skills and experience – planning, setting and achieving objectives within deadlines. 
· Referee development experience. 
· Experience of working with and supporting volunteers 

	Knowledge and experience

	Essential
· Knowledge of the Football National League System. 
· Knowledge of referee pyramid and level structure. 
· Knowledge of London geography and travel around London. 
· 
	Desirable
· Experience of project management. 
· Knowledge and understanding of working with volunteers.
· Previous experience of advising or guiding on a project in a team environment.


	Enhanced DBS Check required?
	Yes

	Clean, full driving licence?
	No 



 
	The job holder will be expected to understand and work in accordance with London Football’s values 
and behaviours described below



	London Football Value 
	Behaviours 

	LEADERSHIP
	I get the best out of other people and support and inspire them to maximise their potential:
• Vision 
• Empowerment 
• Partnership 
• Achievement 

	PROFESSIONALISM
	We take personal responsibility for bringing our best selves to work: 
• Mindset 
• Respect 
• Development 
• Wellness 

	COLLABORATION
	We work together to make great things happen for our organisation and our sport: 
• Responsibility 
• Teamwork 
• Communication 
• Inclusion 

	INTEGRITY
	We apply the principles of honesty, trustworthiness, and fairness to everything we do: 
• Accountability 
• Trust 
• Transparency 
• Decision-making 

	PERFORMANCE
	We deliver high quality work to exacting standards and actively embrace new ways of working: 
• Focus 
• Initiative 
• Insight 
• Innovation



Further information: As this role involves regulated activity with children or young people under the age of 18, within the context of the job or any subsequently related activities or responsibilities, the successful candidates will undergo a thorough screening process, which will include a Criminal Records Check to ensure their suitability for the role. 
This job description is only a summary of the role as it currently exists and is not meant to be exhaustive. The responsibilities/accountabilities and skills/knowledge/experience/behaviours might differ from those outlined and other duties, as assigned, might be part of the job.
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