
 

 

JOB DESCRIPTION 
 

 
Title:    Player Administration Officer  
 
Department:   Player Administration  
 
Reporting to:    Player Administration 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, EFL Cup and EFL 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 Player Administration Officer is responsible for the processing of applications for the registration of players on 
behalf of Clubs, and to provide general support to the Player Administration Department.   
 
Main Areas of Responsibilities  

 To be the principal point of contact in respect of the administration and registration of non-first team, youth 
alliance, Under 18 and Under 21 registrations, working with the Governance Assistant (General) to ensure 
they are processed in a timely manner.   
 

 To deal with correspondence from Clubs, Players and Parents in relation to non-first team, youth alliance, 
Under 18 and Under 21 registrations.    

 

 Maintenance of the Transfer Fee Account as required.  
 

 To check Trialists Forms and input on the Football Administration System (FAS) for Category 1 and 2 
Academies.   
 

 To advise and support external stakeholders to successfully resolve any non-first team, youth alliance, 
Under 18 and Under 21 registration issues in an appropriate and timely manner. 
   

 To monitor the Player Administration inbox and collate documents for checking by the appropriate 
members of the Department.   
 

 The registration of Contract Players (including Transfers and Temporary Transfers), Non-Contracts and 
Scholarship Agreements as required.  

 

 To assist with Youth / Professional registration correspondence as required.  
 

 To provide timely and accurate information, training and on-going support to the Player Administration 
Department.  
 



 

 

 To contribute to the development of the Player Administration Department.    
 

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

 

 To work in conjunction with all League Departments to ensure all aspects of the League’s player 
registrations are consistently and accurately disseminated to internal and external stakeholders, 
implementing best practice methods.   

 

 To provide cover, guidance and advice to the Player Administration Department to ensure a consistent 
and timely response to internal and external stakeholders.   

 

 To promptly make reports to the Player Administration Manager in connection with any matter that may 
have an ongoing effect on the Governance and Player Administration 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.   

 

 To maintain and develop knowledge and skills relevant for the position of Player Administration Officer, 
the Governance and Player Administration Departments.   

 

 Any other duties and / or projects as identified by the Player Administration Manager.   
 
 

 


