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	Job Title
	Partnerships Activation Manager

	Reporting to
	Head of Partnerships

	Location
	Stadium

	Line Management Responsibility
	N/A

	Main Purpose

	The Partnerships Manager will play a lead role in the day to day management of the Partnerships department, managing the Partnerships Sales Executive, ensuring flawless day-to-day delivery of the Club’s partner and sponsorship accounts, whilst providing support when required to the Head of Partnerships

	Working Hours
	Full Time which includes evenings, weekends and bank holidays as required and in line with business needs



	DUTIES & RESPONSIBILITIES

	Your main responsibilities for this role include, but are not limited to the following: 
· Setting KPI’s in place for that individual’s sales activity  
· Submitting reports on sales pipelines to the Head of Commercial  
· Carrying out that individuals appraisal process 
· Supporting that individual’s development in the role, offering any advice/support or input as is required.  
· Joining the Partnerships Sales Executive on any prospective client meetings where required. 
· Managing various cost lines throughout the season relating to general partnerships activity 
· Keeping the departments revenue figures up to date with new deals that are signed.  
· Actively looking for ways to reduce costs.
· The management of all key relationships essential to Partnerships delivery both internally and with external third parties. 
· Excellent account management in line with business objectives and partnership KPIs to ensure a high renewal rate across all contracts. 
Delivery of contractual commercial rights which includes but is not limited to: 
· Management of activation campaigns during and outside of match-days 
· Creation of partnership collateral 
· Collecting and uploading artwork onto Club advertising platforms 
· Designing and ordering stadium artwork 
· Organising kit branding applications 
· Creating playlists across match-day assets 
· Servicing bookings across other Club departments including Hospitality, 
· Ticketing & Venue Hire. 
· Fulfilment of signed merchandise 
· Organising player/manager appearances throughout the season 

· Collection of data/assets that are ultimately used to present to clients including match attendances, TV audiences, sales figures, match imagery and other requirements.   
· Creation and delivery of reports to all accounts throughout the year – including weekly, half season and full season as required.  
· Tracking media values (and other metrics for ROI) throughout the season and using these to demonstrate value to all key stakeholders.   
· Assistance with the organization, management and delivery of key Club events throughout the year to engage clients and strengthen relationships.  
· To lead on servicing all governing body commercial rights throughout each season including those required by the Premier League, EFL & FA both during and outside of match-days.  
· The management of a central drive that covers all commercial rights required to deliver & all key contract terms and dates.
· Carry out any duties required by senior management. 
· Work evenings and/or weekends as and when required. 
· Immerse himself/herself in the world of the Club’s partners, building a rich appreciation of their environments and a detailed understanding of objectives, opportunities and challenges. 
· Continuously strive for development within the department to ensure first class delivery and growth where feasible.  
· Travel to any location to service meetings if required To ensure all systems including HR systems and information are kept fully up to date
· To contribute positively to the Clubs vision and culture
· To promote and adhere to the Equality, Diversity and Inclusion Policy and to work consistently to embed ED&I into everything.
· To ensure the working environment is free from harassment and discrimination and any other form of unacceptable behaviour.
· To fully participate in one-to-ones and departmental reviews and meetings.
· To fully participate in annual and mid-term appraisals.
· To ensure all relevant systems are up to date including but not limited to HR systems
· To understand the Club’s Safeguarding policy, procedures and best practice guidelines and use these to ensure appropriate and safe working practices applicable to the role.
· To promote and assist with Safeguarding.
· To carry out CPD and keep up to date with any training and updates relevant to the role.
· To ensure the health & safety within the Club for self and others is adhered to at all times.
· To carry out all responsibilities with due regard to the Club values and all policies and procedures, in particular Health & Safety, Equality and Diversity and Safeguarding.
· To undertake all required training, including mandatory Club Equality and Diversity, Safeguarding and Health and Safety training.
· Responsible for fulfilling the requirements of their specific role and all associated health, safety, and sustainability duties, as set out in the West Bromwich Albion Health, Safety & Sustainability Policy.
The duties and responsibilities described are not a comprehensive list and additional tasks may be assigned to the employee from time to time; or the scope of the job may change as necessitated by business demands.


	[bookmark: _Hlk216863208]PERSON SPECIFICATION

	Essential Criteria
	

	· Exceptionable time management & organisational skills a necessity 
· Experience working with a Partnership activation function in sporting rightsholder/equivalent
· Demonstrable, high level account management experience
· Confident managing relationships with senior stakeholders and building relationships at all levels
· A proven team player who is calm, professional & works well under pressure
· Maintains a professional conduct at all times 
· Competency across all standard Microsoft programmes – Excel, Word, Powerpoint etc. 
· A valid UK Driving License and access to a vehicle.  
· Confidential and diplomatic
· Excellent communication skills both written and verbally
· Right to Work in the UK

	Desirable Criteria

	· [bookmark: _Hlk96601445]Prior experience of account management 
· Creative skills – with a basic ability to design artwork and presentation material as and when required. 
· A self-starter that actively looks to take on responsibility



Equality and Diversity
West Bromwich Albion FC is an equal opportunities employer and is committed to provide equality and fairness for all employees and opposes all forms of unlawful and unfair discrimination and positively encourages applications from suitably qualified and eligible candidates regardless of sex, race, disability, age, sexual orientation, gender reassignment, religion or belief, marital status or pregnancy and maternity.  
Safer Recruitment
West Bromwich Albion is committed to safeguarding and promoting the welfare of children, young people and adults at risk, therefore expects all staff and volunteers to share this commitment. 
WBA’s Safeguarding, Equality and Whistleblowing policies can be accessed here https://www.wba.co.uk/club/about-us/club-policies 
It is unlawful for the Club to employ anyone who is involved with regulated activity who is barred from doing so and we will carry out rigorous pre-employment checks and screening.  
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References, Qualifications, Proof of Identity and Right Work in the UK checks will be required and carried out for this post. 


	Signed
	Name
	Date
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