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JOB DESCRIPTION

	1. DETAILS

	Job title:
	Academy Executive Assistant

	Reporting to (Job title):
	Chief of Staff and Academy Manager

	Department:
	Executive/Academy

	Direct Reports:
	Claire Theobald & Stevie Kinniburgh

	Location:
	Main place of work will be Oxford United Training Facility but may also include other Club sites.

	Hours:
	All home matches and some club events, where applicable, 37.5 Hours a week.

	FT / PT
	Permanent F/T




	1. KEY OBJECTIVES OF THE ROLE

	
Leads and directs the routine functions in office management, leave, and enforcing company policies and practices along with organising meetings and managing databases, dealing with correspondence, complaints and queries. Ensuring that relevant records are up to date and all administrative processes work effectively.

Managing all Academy admin ensuring FT & PT staff have all relevant qualifications up to date. Having an oversight of Academy Audit needs and organising all online systems – CASA, Kitman Labs, Whole Game Portal, SRS.




	2. MAIN DUTIES / RESPONSIBILITIES

	
· Organisation and Minuting of some internal meetings for Club staff ensuring follow ups are monitored and documented.
· Responsible for obtaining relevant qualifications for the Academy, such as DBS,
First aid, safeguarding, and UEFA Qualifications.
· Manage Academy online portals such as ASA, SRS, and Whole Game Portal, and updating regularly keeping in line with Audit needs.
· Have a good understanding of Academy operations and help when necessary.
· Attend Academy meetings where appropriate.
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	3.  CORE SKILLS, KNOWLEDGE TRAINING AND EXPERIENCE REQUIRED

	
· Reliability and discretion
· Adaptability
· Exceptional organisational skills
· Ability to take Initiative and when necessary, the ability to be assertive.
· Leadership and the ability to ‘make things happen’.
· High level of attention to detail and accuracy
· Excellent time management and organisational skills
· Professional manner
· Efficient, productive and proactive
· Positive and flexible attitude
· Excellent MS office skills
· Ability to react to changing situations positively.
· Ability to work well under pressure.
· Ability to solve problems.




	4.  SPECIFICATION OF THE ROLE

	Essential Skills
· Experience in an administrative role
· Knowledge of software packages
· Good interpersonal and time management skills.

	

	5. JOB DESCRIPTION AGREEMENT

	
Job Holders Signature:

	DATE:

	Managers Signature:

	DATE:



image1.jpeg




