
JOB DESCRIPTION

Job Title:
Competitions Placement Student  
Reporting to:
Competitions Officer   
Hours of work: 
35 hours per week. A high degree of flexibility is required, including evening and weekend working to meet business needs in relation to football matches and all other events. Projects may include working outside the Stadium site. 
PURPOSE OF THE JOB:
To provide professional and efficient administrative support in servicing domestic and international football.
MAIN DUTIES AND RESPONSIBILITIES:
1. Provide administrative support for the Competitions Officer regarding the Challenge Cup, Women’s Challenge Cup, Junior Challenge Cup and Harry Cavan Youth Cup to include co-ordination of entries, preparing and disseminating competition draws, fixture changes and match arrangements for semi-finals and finals.

2. To assist in the organisation and management of Senior Women’s and Men’s Under 21 international matches/events under the direct control of the Association and assist with general match day protocol.
3. To assist in the organisation and management of any other matches/events under the direct control of the Association and assist with general match day protocol.
4. To provide assistance as required on any other project within the Football Operations Department as required.

5. Comply with Data Protection Policy with regard to safeguarding sensitive customer information at all times. 

6. Perform the job in accordance with the company’s policies and procedures, especially the Equal Opportunities and Harassment Policy and Procedure.

7. Adhere to and actively support at all times all other company policies, procedures, processes and working practices, including adhering to best practice.

8. Perform any other duties as may reasonably be required from time-to-time. 
This job description is not to be regarded as exclusive or exhaustive. It is intended as an outline indication of the areas of activity and will be amended in the light of the changing needs of the business.  
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