
Sheffield & Hallamshire County FA 
Job Role 

 

Job Title:  Good Mood League- Secretary  

Reports To:  
 

Football Development Officer (Disability) 

1. What is the role of the league secretary? 

The main purpose of this job is that of principal administrator for the League. The League Secretary carries out or delegates all the administrative duties 
that enable the league and its members to function effectively. The league Secretary is a pivotal role within the Good Mood League, with a close 
involvement in the general running of the league. The secretary will provide the main point of contact for people within and outside the league on just 
about every aspect of the club’s activities. 

2. What else can you tell me about the job?  

As the first point of contact with the league it is helpful for the secretary to be available to take phone calls during the working day. The league is keen to 
support the secretary in the use of modern office technology to assist them in their job. This is a demanding, high profile job that has a major impact on 
the efficient and effective management of the league. The secretary has contact with a wide range of people from within and outside the league. 
Representation of the league at outside meetings provides the opportunity to find out what’s going on at league and county level and this could be a 
platform for future volunteering opportunities. 

3. What sorts of tasks are involved? 

• Organising league meetings 
• Affiliating the league to the County FA 
• Ensuring all clubs are affiliated to the league 
• Ensuring all players are registered to the league 
• Dealing with correspondence 
• Organising and booking match meeting facilities for the season 
• Organising the league AGM and other club meetings 
• Representing the league at outside meetings at the direction of the Club Committee. 

4. How much time will I need to give to the job? 

This will vary from time to time but will rarely take up more than a couple of hours a week. 
 

This job description is only a summary of the role as it currently exists and is not meant to be exhaustive.  The responsibilities/accountabilities and skills/knowledge/experience/behaviours 
might differ from those outlined and other duties, as assigned, might be part of the job. 

 
Due to the nature of the post, the successful candidate will be required to undertake a Disclosure and Barring Service check through The F.A. CRC process.  The possession of a criminal record 
will not necessarily prevent an applicant from obtaining this post, as all cases are judged individually according to the nature of the role and information provided.   


