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ACADEMY SECRETARY
JOB DESCRIPTION & PERSON SPECIFICATION

	JOB DESCRIPTION
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	Job Title
	Academy Secretary

	
	Department
	Academy

	
	Based at
	Rochdale Association Football Club, Crown Oil Arena, Sandy Lane, Rochdale, OL11 5DR and associated Academy venues

	
	Reports to
	Head of Academy

	
	Responsible for
	Academy administration, fixtures and operational coordination

	
	Job Purpose
	To support the efficient day-to-day administration and operation of the Rochdale AFC Academy in line with EFL Youth Development Rules, ensuring effective communication, fixture coordination, player registration and operational support across all Academy age groups.
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	Key Duties and Responsibilities
	Provide administrative support across all areas of the Academy programme.
Coordinate and organise Academy fixtures, festivals, tournaments and games programmes.
Book venues, facilities, transport and accommodation for Academy fixtures and events where required.
Liaise with opposition clubs, leagues and governing bodies regarding fixture arrangements and operational matters.
Support Academy player registration, retention and compliance processes in line with EFL Youth Development Rules.
Maintain accurate Academy records, databases and player documentation.
Support scheduling and communication of Academy training, meetings and events.
Prepare and distribute Academy operational information, reports and correspondence.
Work collaboratively with coaching, recruitment, education and medical departments.
Assist with Academy audits, compliance reviews and operational planning.
Support safeguarding, equality and player welfare procedures throughout the Academy.
Attend Academy fixtures and events as required.
Represent Rochdale AFC professionally and positively at all times.
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	General Duties
	Work evenings, weekends and matchdays where necessary.
Promote safeguarding, equality, inclusion and player welfare standards.
Undertake Continued Professional Development relevant to the role.
Maintain confidentiality and comply with GDPR and Club policies.
Support Academy events, tournaments and Club initiatives.
Undertake any additional duties commensurate with the role.



The Rochdale AFC family is wholly committed to safeguarding and promoting the welfare and safety of young people. We fully expect our board, employees, and volunteers to demonstrate and communicate this commitment at all times. As such, a DBS check will be required in order to undertake this post.
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