
 

 

JOB DESCRIPTION 
 

 
Title:     Events Administrator (Maternity cover – 6 months) 
 
Department:    Football Services  
 
Responsible To:   EFL Event Manager  
 
 
Formed in 1888 by its twelve founder members, the EFL (English Football League) is the world's original league 
football competition and is the template for leagues the world over. With 72 member Clubs, it is also the largest 
single body of professional Clubs in European football and is responsible for administering and regulating the Sky 
Bet EFL, Checkatrade Trophy and Carabao Cup, as well as reserve and youth football.  EFL, through its charity 
the EFL Trust, also oversees the inspiring work of its 72 Clubs’ community teams, engaging with more than 
1.5million people every season.  
 
Our employees work together as an integrated team, under the leadership of the Chief Executive 
Officer.  Employees have key objectives to offer the highest standard of service and administration to the Clubs 
within the EFL; maximise income available through sponsorship, television rights and advertising; and enhance and 
protect the reputation of the EFL and its competitions both on and off the pitch.   
 

 

Purpose 

The Events Administrator will assist the Events Manager to coordinate all aspects of EFL Events on behalf of the 

Football Services Department and support the department as required.     

 
 
Main Areas of Responsibility  
 

 To assist the Event Manager in ensuring that deadlines are met for EFL Finals, including branding, 
budget sign off and hospitality RSVPs 
 

 To assist the Event Manager with creative decisions, including pre-match entertainment, hospitality centre 
pieces and other branding opportunities 
 

 To assist the Event Manager with all aspects of ticketing for EFL Finals, including setting ticket prices, 
ticket reconciliations and ensuring contractual ticket obligations are met 
 

 To arrange and manage staff accommodation at EFL Finals and meetings 
 

 To work closely with and provide assistance as required to the EFL Events Manager in respect of the 
compilation, distribution and maintenance of Guest Lists and associated table plans for Finals.  
 

 To help operate the WNSL ticketing system in order to manage EFL ticket requirements at each event.   
 

 To work in conjunction with the EFL’S Commercial and Marketing Departments, as well as external 
stakeholders to ensure that the production of event printing to include match tickets, lounge passes, 
timetables, table numbers takes place within an agreed timeframe.    

 

 To organise meetings regarding Finals and liaise with internal and external stakeholders accordingly. 
 



 

 

 To utilise, maintain, contribute and develop systems and procedures to include those currently utilised by 
the EFL and other relevant stakeholders.    

 

 Provide support and advice to Finalist Clubs in relation to EFL Events. 
 

 To assist the Events Manager in all aspects of the presentation of Trophies and Medals for Finals.     
 

 To assist the Events Manager with the day to day communication between EFL and Stadium Event 
Management to include the attendance of meetings when required.   
 

 To work in conjunction with other EFL Departments to ensure all aspects of match day operations are 
consistently and accurately disseminated to Member Clubs. 
 

 To provide cover, guidance and advice to the Football Services Department to ensure a consistent and 
timely approach to internal and external stakeholders. 
 

 To promptly make reports to the Events Manager in connection with any matter that may have an ongoing 
effect on the Football Services Department.  
 

 To maintain a professional, business-like approach when representing the EFL with both internal and 
external stakeholders ensuring the reputation of the EFL is maintained and enhanced at all times.  
 

 Any other duties as identified by the EFL Events Manager.  
 

 
 
PERSON SPECIFICATION  
 
 

The successful candidate will be able to demonstrate the following: 

 

Essential Requirements 

     

1. The ability to generate ideas and problem solve whilst considering organisational limitations.   

2. The ability to work flexibly and adapt accordingly to achieve defined deadlines and meet KPI’s. 

3. The ability to create, manage and maintain relationships with key internal and external stakeholders.     

4. A track record for meeting and exceeding goals within strict timeframes in a pressurised environment. 

5. Advanced knowledge and experience of using Microsoft Office packages especially Microsoft Excel.   

6. Excellent organisational skills with acute attention to detail.  

7. Pro-active approach to day to day issues.     

8. Excellent interpersonal skills including proven experience of influencing individuals and decision makers at 

all levels.   

9. Exceptional written and verbal communication skills. 

 
Advantageous  
 
1. An understanding of the EFL, its 72 member clubs and the wider Football Family.  


