
 

 

JOB DESCRIPTION 

Title: Governance and Data Administrator (Teamsheets) 

Organisational Base:                EFL House, Preston   

Reporting to: Governance Department 

Hours: Monday to Friday, 9am to 5pm (35 hours) 

Salary: £15,450 per annum 

 

Formed in 1888 by its twelve founder members, the 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, Carabao Cup and Checkatrade 

Trophy, as well as reserve and youth football.  

GOVERNANCE DEPARTMENT 

The Governance Department is responsible for the following key functions on behalf of the EFL: 

 Monitoring the ownership and control of Clubs 

 Registration of all Players, from youth level to professional contracts 

 Monitoring of appearance data via team sheets 

 Enforcement of EFL Rules and Regulations 

 Legal advice and support to the wider business 
 

PURPOSE 

Inputting, extracting and analysing data on the Football Administration System (FAS) and MS 

Excel, primarily in relation to team sheets but other data as required by the to assist other 

functions of the Governance Department.   

 

MAIN ROLE AND RESPONSIBILITIES 

1. Monitor the completion of team sheets by Clubs and Match referees in respect of all first 

team matches in EFL Competitions 

 

2. Reporting any discrepancies or errors to the Governance Officer. 

 

3. Inputting Team Sheets for non-first team matches within 24 hours of submission. 

 

4. Extract and analyse data as required.   

 

5. To undertake any other duties as required by the line manager 

 

 

 

 



PERSON SPECIFICATION 

The successful candidate will be able to demonstrate the following essential requirements: 

1. Sound knowledge and experience of Microsoft packages including Word and Outlook. 
 

2. Minimum 1 year of experience of working in a data management role. 
 

3. Strong administrative and organisational skills  
 

4. Excellent written and verbal communication skills and the ability to develop 
constructive working relationships both within and external to the organisation. 

 
5. Team working skills and ability to work productively and positively within a team. 

 
6. Attention to detail when dealing with data and data reports. 

 

7. Strong analytical and logical thinking skills. 
 

8. A proven ability to work under pressure to tight deadlines. 
 

9. Examples of self-motivation and the ability to work on own initiative.   
 

10. Adaptability and the ability to positively respond to change. 
 

11. An understanding of Data Protection and Confidentiality issues, particularly in relation 
to working with Young People. 

 

The EFL is committed to creating an inclusive and diverse environment and is proud to 

be an equal opportunity employer.  Qualified applicants will receive consideration for 

employment without regard to race, ethnicity, religion or belief(s), gender, gender 

identity or expression, sexual orientation, marital status, disability, age or with regards 

to pregnancy or maternity. 

 


