
 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  

 
JOB DESCRIPTION 

 

Job Title Primary Stars Coordinator 

Job Holder TBC 

Responsible to: Football in the Community Manager 

Responsible for: Sports Development Officers 
 

Hours: 35 

Salary Band: £27,000 - £28,000 

 

Main Duties: 1. To manage, plan, coordinate and implement the Primary 
provision to achieve all targets across the geographical 
areas of Sunderland, South Tyneside and County Durham.  

2. To manage and develop staff to deliver an outstanding 
Primary provision.  

 

 
1. To manage, plan, coordinate and implement the Primary provision to achieve all 

targets across the geographical areas of Sunderland, South Tyneside and County 
Durham.  
 

• Coordinate and manage the Premier League Primary Stars contract, ensuring that all 
targets, budgets and deadlines are achieved. 

• Coordinate and manage other specific contracts as and when needed. 

• Ensure that the school sales target is achieved. 

• Be innovative in creating new opportunities for young people including but not limited to 
competitions, festivals, events, and curriculum delivery. 

• Organise the calendar of festivals and events competitions. 

• Ensure the cover timetable is up to date. 

• Write funding bids and impact reports. 

• React to opportunities to develop the programme. 

• Create links to external organisations to enhance and link to programme outcomes and 
targets. 

• Keep up to date with current education policy, and possible foundation target audiences. 

• Liaise with current partners, venues, schools and club staff in a professional manner 

• Work alongside the Inspires Coordinator. 

• Ensure that all data monitoring forms are kept up to date.  

• Support the wider Foundation by working two fundraising events per year. 

 
2. To manage and develop staff to deliver an outstanding Primary provision. 

 

• Ensure that the team is up to date with admin tasks.  

• Organise a quality cycle for the year to ensure that high standards of delivery are 
maintained this includes staff observations.  

• Develop and deliver staff CPD to enhance and support delivery of the programme with 
a particular focus on Physical Education.  

• Ensure that staff have regular catch-ups and that these are recorded through the 
correct channels.  

• Carry out induction and appraisal process with staff. 

 



  

Other duties: 
 

You will be required to undertake other duties from time to time as required.  

Any potential permanent changes to your role will be discussed, and agreement reached 
prior to being undertaken. You will be notified of any permanent change in writing.  In 
addition to your normal duties, you may be required to undertake additional or other duties 
as necessary to meet the needs of the Foundation of Light. 

 

 
Behaviour and professional expectations: 
 

• Maintain working practices in line with Foundation of Light Equality and Diversity, 
Health and Safety and Safeguarding policies; self-awareness of own responsibility 
in these areas  

• Ensure regulatory and legislative requirements are met at all times 

• Conduct should reflect the Staff Behaviour Policy (Code of Conduct); uphold 
Foundation core values (as shown below) at all times 

• Maintain the highest level of professionalism and confidentiality. 

• Attend working groups and CPD session as required 

• Build strong internal relationships 

• Work in collaboration with colleagues to achieve the end goal 

• Ensure positive organisational messages and culture are maintained 

• Contribute to good housekeeping across all Foundation sites and equipment 

• Follow the laid down policies and procedures at all times 
 

 
Equality, Diversity and Inclusion Statement: 
All individuals will be treated equally and fairly in the application of this procedure. All reasonable 
requests to accommodate requirements in terms of age, disability, gender reassignment, marriage 
and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation 
will be made. 
 
Safeguarding Statement 
We expect all staff, volunteers and partners to share our commitment to maintaining a culture of 
vigilance, and believe that all staff, volunteers and partners have a responsibility to report any 
concerns about the welfare of any child, young person or adult at risk. 
 
Foundation of Light Values: 
Innovative, Passionate, Excellence, Collaborative, Integrity, Agile. 
 
Acceptance of the job description by the Employee: 
 
Signed    ………………………………………….   
 
Print Name   …………………………………………. 
 
Date    ………………………………………….   
 
Last review date:  July 2025  
 
Next review date:  July 2026  

 

 



 
  

PERSONAL SPECIFICATION 
 

 
Requirement 

Essential (E) or 
Desirable (D) 

How Assessed (CV, 
Interview, 

Observation) 

Skills and Abilities:  

Communication, oral and written E CV/ I/ O 

Planning and Organisation E CV 

Mentoring D CV 

Team work E CV 

Ability to work on own initiative E CV 

Interpersonal E I 

Conflict handling and resolution E CV 

Creativity and imagination relevant to the 
workplace 

E CV/ I/ O 

ICT and administration E CV 

Ability to work under pressure and to tight 
deadlines 

E CV 

Application and funding bid writing D CV 

Group work facilitation E CV/ I 

Informal tutoring E CV 

Multi- Tasking  E CV/ I 

Managing people  E CV/ I 

Communication, oral and written E  

Personal Attributes:  

Self-motivated, able to use own initiative, 
confident and persistent  

E I/O/ CV 

Commitment to the Foundation of Light’s 
objectives and values  

E I/O/ CV 

Positive and enthusiastic E I/O/ CV 

Punctual and reliable E I 

Commitment to personal and professional 
development 

E CV 

High aspirations and highest possible standards 
for young people 

E CV/ I 

Non-judgemental, open-minded attitude E CV/ I 

Flexibility in working, and positive approach to 
change 

E CV/ I/ O 

Able to work in the evenings and at weekends if 
required 

E CV/ I 

Employs a creative and imaginative approach to 
working 

E CV/ I/ O 

Access to good internet at home, and a space to 
work effectively from home if required 

E CV 

Current driving licence  D CV 

Knowledge and Understanding:  

Sound knowledge of the National Curriculum 
including PE 

E CV/ I/ O 

Sound knowledge of current Coaching techniques D CV/ I/ O 

Sound knowledge of teaching and learning in 
Primary Schools  

E CV/ I/ O 

 



 
  

Sound knowledge of assessment and behaviour 
management tools.   

E CV/ I/ O 

Understanding:  

Delivery of exceptional customer service E CV/ I 

Of the levels, abilities and ages of participants 
worked with 

E CV/ O 

Of the need to work flexible hours to meet the 
needs of the charity 

E CV/ I 

Workplace behaviours and conduct E CV/ I 

Delivery of exceptional customer service E I 

Of an effective observation process D CV/ I 

Experience:  

Minimum of 1 year teaching/coaching etc. E CV 

Meeting targets in the workplace E CV 

Line managing staff D CV 

Working alongside funders and schools D CV 

Qualifications (or equivalent): 
*Must have either the coaching or teaching qualifications 

 

Coaching:  

FA Coaching Level 2 or NGB Level 2 equivalent E CV 

AfPE qualification or Level 3 TA and Level 4 HLTA 
Qualifications specialising in Physical Education 

D CV 

Teaching:  

Teaching/tutoring qualification E CV 

Other:  

First Aid E CV 

Driving Licence E CV 

ICT at Level 2 D CV 

GCSE Mathematics and English at grade C or 
above 

E CV 

 

 



 
 
 
  



 



 


