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Manchester FA
Part-Time Compliance Administrator

Recruitment

An introduction from the CEO

Dear Applicant,

Manchester FA is looking to recruit an efficient administrator that has a key eye for detail and can support our Designated Safeguarding Officer, Lauren McCorry.  Safeguarding is at the heart of what we do and it’s paramount with grassroots football.  The role is a part-time position with contractual hours of 21 hours per week helping Manchester FA ensure they are compliant with The FA’s Safeguarding Operating Standard.  The successful person will be able to follow process and be organised in their planning of routine tasks.

The role will report into our Designated Safeguarding Officer but will work collaboratively with other members of our team.

It’s an important and rewarding role with the incentive of being part of our Manchester FA team that is highly regarded by The FA and grassroots for leading change. To join our team and be successful you must be able to meet out three ‘core’ business values and within both your application and the whole recruitment process the panel must be convinced of your passion, inspiration and professionalism. 
This pack will provide all the information that you will require in considering making your application to us. We have included a more detailed advertisement re-emphasising the points above and what would be required to be successfully shortlisted for interview. The pack includes the following:
1. The role advertisement

2. The role profile

3. How to apply – the application form

I wish you well on your application and would be pleased to speak with you should you have any questions about the role or require clarity on the recruitment pack, please contact our Designated Safeguarding Officer - Lauren McCorry.  Email: lauren.mccorry@manchesterfa.com Mobile: 07824491994
Regards,
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	Colin Bridgford
Chief Executive Officer & Senior Safeguarding Lead

Manchester Football Association
Platt Lane Complex, The Complex Building

Yew Tree Road, Manchester, M14 7UU

Registered: 3937501 | VAT: 149022678

T: 0161 225 1966 | M: 07403 731 813 | W: ManchesterFA.com
Twitter | Facebook | Instagram | LinkedIn
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Manchester FA

Part Time – Compliance Administrator

21 hours per week

Full Time Equivalent Salary: £16,000 – 18,000 + Benefits

We are looking for a self-motivated individual with a ‘can do’ attitude who wants to make a positive contribution to grassroots football in Greater Manchester.  The role is part time, with flexible hours and flexible agile working.  The successful applicant will report to our Designated Safeguarding Officer, Lauren McCorry and will need to be able to demonstrate, both in their application and at interview, their ability to deliver within our County FA’s three core values; ‘Passionate, Inspiring and Professional’. 

The successful applicant will form a proactive efficient partnership with other members of our team.  The person must be able to follow process but use their initiative to find solutions to problems and challenges. The applicant must be able to demonstrate within their application their ability to deliver the essential and desirable knowledge, experience and technical skills identified in the role profile.

The successful applicant must also be able to demonstrate excellent presentation, communication and influencing skills.  
Safeguarding is at the Heart of What we do!

Manchester FA is committed to ensuring that Safeguarding within Grassroots football is at the heart of what we do.  Ensuring that all our officers and volunteers involved in Manchester FA and to be successful in this role you will be required to ensure that you are committed to completing any safeguarding training that is deemed a requirement by Manchester FA or The FA.  A Criminal Records Check will be completed with employment and character references requested before employment is offered. 

What can we offer?

· An exciting opportunity to join a forward thinking, progressive business.

· An exciting opportunity to work with key stakeholders within the grassroots and professional game.

· A commitment to empowered and supportive personal development.

· A Group Life Pension Scheme.

· A Group Life Assurance Scheme.

· Ability to work flexibly, both in hours and location.

The Safeguarding Support Administrator will be expected to flexibly with the occasional evenings and weekends a requirement as and when the business requires. It is positively encouraged that should you be interested in applying for the role that you contact Lauren McCorry on 07824491994
How to apply:
Applications will be accepted upon the completion of the application form contained in this recruitment pack. It is essential that applicants clearly demonstrate their ability to meet the essential knowledge, experience and skills and where possible the desirable knowledge, experience and technical skills required of the role.
Recruitment for the role will be based on both the technical ability to fulfil the role and also the following key behavioural competencies: 

· Collaborative Teamwork

· Creating Solutions

· Customer Excellence & Quality
· Influential Communication
· Inspiring Others To Succeed
The interview process:
Applications will be shortlisted once application for the position closes at 12noon on Friday 24th May 2019. Interviews will take place on Tuesday 11th June 2019
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Manchester FA is committed to equality of opportunity and welcomes applications from all sections of the community. Manchester FA’s Equality Statement is available on request.

Criminal Records Check - As this role may involve 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 Check, to ensure their suitability for the role. 
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Compliance Administrator Role Description
	Job Title:
	Compliance Administrator

	Reports To: 
	Designated Safeguarding Officer
	Direct Reports:
	N/A

	Salary Band: 
	 £9000 - £10200

	Hours:
	PT – 21 HOURS PER WEEK


	1. Role Purpose

	To provide administration support to the Designated Safeguarding Officer (DSO). This role will encompass safeguarding compliance and safeguarding administration.  The role will work in partnership with The FA, statutory agencies and other relevant organisations.



	2. Principal Accountabilities/Responsibilities

	Administration & Communications
· To work in accordance with The FA Safeguarding Operating Standards and abide by the Safeguarding Code of Conduct.
· To utilise FA IT Systems to monitor and maintain Safeguarding compliance across the grassroots volunteer network.
· To produce a weekly report for the Designated Safeguarding Officer on the safeguarding related data and compliance.
· To maintain MFA Staff and Deployed Officers qualification training matrix and ensure the requirements are in date and valid.
· To support the Football Development Officer (Clubs and Leagues) with the Annual Health Check process by ensuring clubs meet Charter Standard criteria 
· To support Manchester FA Membership ensuring clubs have met all the criteria in order to affiliate to Manchester FA 
· To minute and record action points from Safeguarding Strategy Groups.
· To monitor and respond to generic Safeguarding communication as received by Manchester FA.

· To manage a diverse workload being able to prioritise work according to risk and timeframes.


	3. Knowledge/Experience/Technical Skills/Behaviours

	a) Knowledge/Experience/Technical Skills

	Essential:-

· High level of administration and organisational skills with the ability to            

     co-ordinate delivery

· Excellent communication skills

· Excellent IT skills including; Microsoft Outlook and Excel 

· Excellent interpersonal skills

· Excellent time management skills with the ability to work under

      pressure and sometimes outside traditional business hours to meet

      deadlines

· Flexibility on hours and weekend working as required

· Capacity to handle confidential data/information sensitively 

· The ability to demonstrate Manchester FA’s three core value,

      Passionate, Inspiring, Professional.
	Desirable

· Have attended The FA’s Safeguarding Children Workshop

· Have attended The FA’s Welfare Officers Workshop

· Experience of implementing policies, protocols and guidance.

· Credible knowledge with experience of grassroots football.
· Knowledge of the role of Welfare Officers in Clubs and Leagues
· An Administration Qualification

· IT Qualifications 
· A Full clean driving licence


	b) Behaviours

	· Influential  Communication

· Collaborative Teamwork

· Creating Solutions
	· Inspiring Others to Succeed

· Customer Excellence and Quality

· Integrity



	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 candidate will undergo a thorough screening process, which will include a Criminal Records Check.


	Completed and Approved by Name/Role
	Lauren McCorry, Designated Safeguarding Officer / Colin Bridgford – CEO & Senior Safeguarding Lead

	Signature
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	Date
	May 2019



Manchester FA
Completing and returning the Application Form
Please complete the application form and return to Lauren McCorry, Designated Safeguarding Officer on or before Friday 24TH May 2019 The form can be either sent by post or by email to lauren.mccorry@manchesterfa.com Postal applications are to be addressed; Strictly Private and Confidential, for the attention of the Lauren McCorry, Manchester FA, The Tennis and Football Centre, 9 Sport City Way, Manchester, M11 3DU
Your application can be accompanied by a CV if you wish. The decision to invite you to attend for interview will be based on the information you provide on this form. Manchester FA is an Equal Opportunities Employer.

Position applied for:

Personal Details

Please complete in block capitals


First Names:




    Surname:


Mr/Ms/Mrs or preferred title:


    Are you over the age of 18?



Address:

Post Code:


        
Email Address:

When is the most convenient day and time to contact you?
  





What is the best number to contact you on?


Do you hold a full current driving licence? 
    

Do you have an in-date FA Criminal Records Check (CRC)*

If you do not hold an FA CRC, it will be a requirement for this to be completed before appointment.

Education & Training

Please provide details of your education, qualifications and training that you have completed or are currently undertaking. 
	Dates
	Details of School/College/Institution
	Course or Qualification
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please insert additional rows in the table above if required.

Employment & Volunteering History

Starting with your present or most recent job, please give a summary of all employment, including any freelance and relevant unpaid / voluntary work  Please include start and end dates for all positions held, the name of employer, nature of business, your job title and brief details of your responsibilities. Also include salary and benefits package.

	Dates
	Employers name/nature of business
	Job title
	Key Responsibilities
	Salary/Benefits

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please insert additional rows in the table above if required
How do I meet the requirements of the role of Compliance Administrator
Please outline the skills and experience that you have that are appropriate to demonstrate your suitability for the advertised role and how you would meet the essential and desirable knowledge, experience and technical skills required. Please do include any paid work, unpaid/voluntary work which is relevant to the role we are recruiting for. In your application please ensure you have read and fully understand the job advertisement and the role description provided.
	


How do I meet the values of Manchester FA?

Manchester FA’s culture and organisational structure is built on the three principle core values. Please provide evidential information and experiences of how you best demonstrate Manchester FA’s three core values? 

	


Additional Information

Do you require a work permit or are there any restrictions on your ability to work in the UK?  (Yes or No)



If yes, please give further details:


Do you have any unspent convictions? 

If yes, please detail:  (In accordance with the provisions of the Rehabilitation of Offenders Act 1974, applicants are not required to disclose details of any spent convictions):


If your application is successful, what notice period would you have to provide your current employer?

If you were successfully appointed to the role what annual salary would be looking to obtain?

Declaration 

I give my consent to the storage of personal data contained within this form for the purposes only of this application process. I can confirm and declare that the information provided on this form, to the best of my knowledge is complete, accurate and not misleading.
*If returning this application form by email, please ensure your signature is scanned and inserted in the signature box below.


*Signature:  

Date:          
The final date for consideration of applications is Friday 24th May 2019
Either email: lauren.mccorry@manchesterfa.com
 Or post and address as follows:

Strictly Private & Confidential
Lauren McCorry, Designated Safeguarding Officer 

Manchester FA, The Tennis and Football Centre, 9 Sport City Way, Manchester M11 3DU
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