
 

 

JOB DESCRIPTION 

JOB TITLE:     Assistant Club Secretary & PA to CEO 

RESPONSIBLE TO:    CEO & Club Secretary 

MAIN LOCATION:    Elland Road Stadium, Leeds, LS11 0ES 

OTHER LOCATIONS:    Training Ground, Boston Spa, Wetherby, LS23 7BA 

OVERALL PURPOSE OF JOB: To provide administrative support to the Club 
Secretary, the Football Department and the CEO. 

MAIN DUTIES AND RESPONSIBILITES: 

 Assisting the Club Secretary with the day-to-day management of the club’s football 

administration. 

 Assistance when required with player registrations, contracts, loan registrations, transfer 

agreements etc. 

 Know the functionality and be able to use the online FIFA Transfer Matching System for 

foreign registrations/transfers/loans. 

 Submission of post match forms to the EFL e.g. teamsheets, referee reports  

 Responsible for submitting and confirming weekly scouting requests from the player 

recruitment department. 

 Dealing with incoming scout requests and allocating tickets. 

 Booking travel for scouts, staff and players. 

 Home event day management of Directors’ Box, Board Room/Directors’ guest areas and car 

parks. 

 Allocation of seats and dissemination of tickets and passes for above. 

 Arrangement for Directors/Directors’ guests at away fixtures. 

 Planning of VIP guests. Manage visiting VIPs, liaising with our ownership group, liaising with 

the visiting football club to assist their VIP’s on arrival to Elland Road.  

 Assisting the CEO as and when required. Taking calls in his absence etc. 

 Diary management of the CEO. 

 Organising meetings, greeting guests and minute taking when necessary. 

 Providing administration support to the Directors and Chairman. 

 HR support, including generating contracts and updating the company intranet with HR 

policies. 

 Responsible for the company car fleet and database and fleet insurance. 

 In addition to these duties the job holder is required to carry out such other duties as may 

be reasonably required. 

 Matchday manager of the Chairman's Suite (optional). 

 

 



 

 

HOURS OF WORK: 

The standard working week will be 37.5 hours, Monday to Friday, 9.00am to 5.30pm plus all home 
matchdays* 
 
*Matchdays will be paid at a daily rate on top of the base salary. Although the preparation for 
matchday is part of the job, the matchday commitment is optional. 
 
In this position there is an expectation that the successful applicant will work the hours required for 
the full and proper performance of the role and will responsibly manage their time accordingly. 

QUALIFICATIONS, SKILLS & EXPERIENCE: 

 Experience in professional football management and administration is preferred.  

 An understanding of the rules and regulations which govern football. 

 Word, Excel and PowerPoint skills are essential. 

 Excellent attention to detail. 

 Must be able to communicate and interact with a wide range of staff. 

 Must have the ability to work on own initiative and under pressure. 

 Must have the ability to develop within the role, learn new skills and deal with change. 

 Must be highly organised and assertive with strong communication and time management 

skills. 

 Must have a positive, can-do attitude. 

 The role will demand a high level of self motivation, drive and enthusiasm. 

 Excellent communication skills, both written and verbal. 

 Must be trustworthy with highly sensitive information. 

 Some hosting experience would be ideal. 

 A full UK driving licence is essential 

 

To apply, please send your CV and covering letter to hr@leedsunited.com  

Closing dates for applications is 5pm on Monday 25th November 2019. 

Leeds United Football Club is committed to being an Equal Opportunities employer.  

Leeds United Football Club endorses the principle of Equality and will strive to ensure that everyone 

who wishes to be involved in the Club will be treated fairly and with respect, without regard to their 

age, disability, gender reassignment, marital or civil partnership status, pregnancy or maternity, 

race, religion and belief, sex or sexual orientation.  
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