
 

 

 
JOB DESCRIPTION 

 
 
Title:     Receptionist 
 
Department:    Executive Office  
 
Hours:     35 Hours per Week  
     Monday – Friday 8.30am till 4.30pm & 10am till 6pm 
 
 
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, EFL Cup and Checkatrade Trophy, 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 receptionist will provide a high quality reception service, acting as the first point of contact for a range of 
stakeholders visiting and contacting the EFL and undertaking and managing a range of other administrative tasks. 
 
Main Areas of Responsibility 
 

1. To manage the EFL Operations (Preston), EFL Commercial and Marketing (London), EFL Trust and League 
Football Education (LFE) Switchboards, transferring calls to relevant individuals / departments and taking 
messages as required.  
 

2. To be responsible for monitoring building occupancy (employees and guests) and to be responsible for the 
records in an evacuation situation. 

 
3. To manage the access and egress of visitors to EFL House, including car park management, via the security 

camera system.   
 

4. To manage and maintain the booking system for all meeting rooms, to include the preparation of all meeting 
rooms and any additional meeting requirements (e.g. lunches and replenishment of refreshment areas.) 

 
5. To manage and maintain effective archiving policies and procedures on behalf of the EFL.   
 

6. To manage daily morning and evening handovers with an external security provider.   
 

7. To ensure that all guests are greeted and directed appropriately and professionally. 
 

8. To manage any deliveries as required, in conjunction with the recipient.     
 

9. To be responsible for the post room activities including the management of all incoming and outgoing post 
on a daily basis, including the distribution and collection to departments.  This will also include assisting 
with large mail outs as and when required. 



 

 

 
10. To manage the stock, replenishment and collate requests for stationary and office equipment against a 

detailed stock list.   
 

11. To manage the stock and supply for the drinks machines. 
 

12. To undertake Health and Safety Checks as required, reporting faults to the relevant individual. 
 

13. To monitor and manage/support the Facilities Contract Manager with any building defects/issues.  
 

14. To contribute and develop systems currently utilised by the EFL and other relevant stakeholders e.g. Club 
Portal System (CPS).  

    
15. To play a full and inclusive role of the operation of the Executive Office function, to include cover for 

colleagues in the department as required.  
 

16. To promptly make reports to the line manager in connection with any matter that may have an ongoing 
effect on the Executive Office or the EFL.   

 
17. 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.   
 

18. To maintain and develop knowledge and skills relevant for the position of Receptionist.     
 

19. Any other general administrative duties / projects as required.   
 
 

  



 

 

PERSON SPECIFICATION  
 
The successful candidate will be able to demonstrate the following: 

 

Essential Requirements 

 

1. A minimum of 2-3 years’ experience in a reception role.   

2. Working knowledge and experience of all Microsoft Office packages (Microsoft Word, Power Point).   

3. Excellent organisational skills with acute attention to detail.  

4. The ability to generate ideas, challenge the status quo whilst considering organisational limitations.   

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

all levels.   

6. Exceptional written and verbal communication skills. 

7. The ability to create, manage and maintain relationships with internal and external stakeholders (e.g. 

Member Clubs, Supporters).   

8. The ability to be self-motivated with the ability to work on own initiative.   

9. A flexible approach to work to ensure a continuation of service.    

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

11. Pro-active approach to day to day issues / problems.     

 

Advantageous 

 

1. An understanding of The Football League, its 72 member clubs and the wider Football Family.  

2. Previous experience undertaking Health and Safety responsibilities.   

3. Trained First Aider  

 


