
 

  

TYPE HERE…. 



 

  



 

  



 

  



 

  



 

  



 

  



 

 

JOB DESCRIPTION 

Job Title Football Programmes Coordinator 

Job Holder  

Responsible to: Football Programmes Manager   

Responsible for: Casual Coaches  

Hours: 35 

Salary Band: £26,000 - £27,500 

 

Main Duties: 1. Managing teams and resources to deliver projects or 
programmes  

2. Operational planning and day-to-day performance 
management  

3. Monitoring budgets and outputs within area  
4. Support compliance 

 

1. Managing teams and resources to deliver projects or programmes  
 

Coordinates teams and resources to support the effective delivery of projects and 
programmes. 
 
Key responsibilities include: 

• Coordinate day-to-day activities, logistics and people involved in the project/theme 
area – ensuring minimum staffing levels  

• Support the monitoring of project progress against objectives and timelines 

• To develop and implement a project, recruitment and community engagement 
strategy to recruit and retain young people onto Football programmes.  

• Develop partnerships that support recruitment and delivery of the programmes 
within your remit 

• Coordinate high-quality delivery through the development and implementation of a 
Foundation Phase and Youth Development Phase Curriculum for all Football 
Programmes – creating and facilitating CPD to support coaches to implement the 
Curriculum 

• Be responsible for the safeguarding of the young people, both participating and 
working on programme and be responsible for incident management  

• Ensure appropriate Risk Assessments are undertaken and be responsible for 
programme Health and Safety matters 

• Support the implementation of the FiTC Football Quality Management Framework – 
including the delivery of Formal Observations, Quality Visits and Participant 
Evaluation & Engagement 

 

2. Operational planning and day-to-day performance management  
 

Supports operational planning and monitors day-to-day performance to ensure activities run 
efficiently. 

Key responsibilities include: 

• Assist in the planning and delivery of events, workshops and sessions. 

• Provide on-site coordination during delivery to ensure sessions run safely and 
effectively. 



• Support data collection, evaluation and reporting processes to evidence impact and 
outcomes. 

• Identify key areas of best practice and areas for development within your own Kicks 
delivery to ensure the continuous improvement of the Kicks programme  

• Ensure the Programme Quality Framework and agreed timetable is embedded 
throughout Football delivery.  

• Actively promote cross department collaboration where appropriate 

• Support the implementation of a Coach Development programme for all Foundation 
staff - Contracted & casual – including Annual CPD programme, Online Coach 
Development Programme, Individual Coach Development Support & Mentorship 

• Deliver upon the Community Coaches Academy – leading the implementation of the 
Community Sports Leaders Award 

• Manage, support and develop Casual Coaches and Volunteers 

 
3. Monitoring budgets and outputs within area  

 

Monitors budgets and outputs to ensure financial control and delivery against plans. 

Key responsibilities include: 

• Act as a point of contact between internal teams, delivery staff, and external 
partners. 

• Liaise with stakeholders to coordinate logistics, communication and engagement. 

• Support collaborative working across Foundation of Light departments to ensure 
joined-up delivery. 

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

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

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

 
4. Support Compliance  

 

Supports compliance with financial, regulatory, and organisational requirements. 
 
Key responsibilities include: 

• Maintain accurate records, registers and databases relating to project activities and 
participants. 

• Support budget tracking, procurement and reporting requirements as directed by the 
Project Manager. 

• Contribute to internal and external reporting, case studies and success stories. 

• Carry out appraisal process with staff. 

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

• Ensure the cover timetable is up to date. 

• Write funding bids and impact reports. 

• To ensure all monitoring documents are completed and submitted to the Premier 
League ahead of deadline dates.  

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. 

Staff are required to work with volunteers in a way of mutual respect and commitment to 
organisational goals and objectives. This includes staff who do not directly supervise 
volunteers but may engage with them within the organisation. 



 

 

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  

• Embed EDI and safeguarding in all aspects of work 

• Assist in data collection and analysis providing accurate management information 
systems for data led decisions 

• 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 and 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 

• Work within the established administrative and financial systems to ensure smooth 
running and quality of projects 

 

Equality, Diversity and Inclusion Statement: 

The Foundation of Light (FOL) promotes Equality, Diversity and Inclusion and challenges all forms of 

discrimination through its internal operations and in the delivery of its services in accordance with and 

commitment to the 2010 Equality Act. The FOL protects the rights of individuals and advances equality 

of opportunity for all.  It demonstrates the FOL’s commitment to continuous improvement in EDI to 

create meaningful and sustainable change.   

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. 

 
 
 
 
 
 
 
 

  



  



 

 

PERSONAL SPECIFICATION 

 
Requirement 

Essential (E) or 
Desirable (D) 

How Assessed 
(CV, Interview, 
Observation) 

Skills and Abilities 

Excellent oral and written communication skills E CV / I 

Strong planning, organisation, and time 
management 

E CV / I 

Ability to lead, supervise, and motivate staff and 
coaches 

E I 

Strong interpersonal and community 
engagement skills 

E I 

Ability to design and deliver high-quality football 
sessions 

E I / O 

ICT and administrative competence, including 
reporting systems 

E CV / I 

Ability to work under pressure and meet 
deadlines 

E I 

Analytical and problem-solving skills E I 

Negotiation and partnership-building skills E I 

Personal Attributes 

Self-motivated, confident, and resilient E I 

Commitment to Foundation of Light’s objectives 
and values 

E I 

Positive, enthusiastic, punctual, and reliable E I 

Flexible, adaptable, and open-minded E I 

Commitment to personal and professional 
development 

E CV / I 

Professional, approachable, and participant-
focused manner 

E I 

Willingness to work evenings, weekends, and 
school holidays 

E I 

Knowledge & Understanding 

Knowledge of grassroots and community 
football structures 

E I 

Understanding of safeguarding, GDPR, and 
data protection 

E I 

Knowledge of FA, Premier League, and EFL 
Trust programme requirements 

E I 

Awareness of issues affecting participation in 
football and sport 

E I 

Familiarity with charity, education, or sport-for-
development sectors 

D I 

Experience 

Experience managing football or community 
programmes 

E CV 

Experience supervising and developing coaches 
or staff 

E CV / I 

Experience delivering or overseeing football 
sessions in community/school settings 

E CV / I 

Experience of budget monitoring and reporting E CV / I 

Experience building partnerships with schools, 
clubs, and football networks 

E I 



Experience tracking outcomes and reporting to 
funders 

E CV / I 

Experience in charity, education, or sport 
sectors 

E CV / I 

Qualifications (or equivalent): 

GCSE (or equivalent) in Maths and English E CV 

FA Level 2/UEFA C coaching qualification (or 
higher) 

E CV 

UEFA B Coaching Qualification  D CV 

Degree (or equivalent professional experience) D CV 

Full UK driving licence E CV 

Safeguarding E CV 

 

 

 

 

  



 

  



 

  



 

  



 

  



 

  



 

  



 


