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BACKGROUND 

The National Football Museum explains how and why football has become ‘the 

people’s game’, a key part of England’s heritage and way of life. It also aims to 

explain why England is the home of football, the birthplace of the world’s most 

popular sport. The Museum originally opened in Preston in 2001. Home to a 

collection of over 140,000 boots, balls, programmes, paintings, postcards and 

ceramics (including the prestigious FIFA collection), it was situated at Preston 

North End’s Deepdale ground. While the museum was a critical success and 

popular with visitors, external funding was withdrawn and the doors closed to 

the public in 2010. Manchester City Council agreed to fund a new National 

Football Museum to be situated in the Urbis building, designed by Manchester 

architect Ian Simpson. After investment from the European Regional 

Development Fund, the National Football Museum opened in Manchester in 

July 2012. Over the first six weeks of opening the museum welcomed in 

excess of 100,000 visitors and in just over two years over 1 million had walked 

through the turnstiles.  Visitors from across the globe continue to enjoy world 

class objects (over 2,500 are on display at any one time), ground-breaking 

interactives and a changing programme of temporary exhibitions, linking 

football to topics as diverse as fashion, history, art and World War 1. The 

museum’s president is Sir Bobby Charlton. Vice Presidents include Sir Alex 

Ferguson, Sir Trevor Brooking and Sir Geoff Hurst. The museum’s Special 

Ambassador is Mark Lawrenson. 

The National Football Museum is now moving to an exciting new period in 

its development, as we aim to become a world class museum with a social 

purpose. 

To help us achieve our ambitions we are looking to recruit the new position 

of Executive Assistant to support the CEO and COO. 

 

 



THE ROLE 

JOB TITLE:          Executive Assistant 

REPORTS TO: Chief Executive Officer & Chief Operating 

Officer  

SALARY/RATE OF PAY: £22,000- £25,000 per annum 

 

JOB PURPOSE 
 
To assist the CEO and COO in all aspects of their work, including the 

provision of a comprehensive secretarial and administrative service  

 

MAIN AREAS OF RESPONSIBILITY 

 

General Responsibilities: 

 

• To manage the diary and travel arrangements for the CEO and 

COO    

• To organise and manage the office files, databases and other 

sources of information for the CEO and COO 

• Through the setting up and maintaining of administrative systems to 

proactively manage correspondence and contacts (emails, 

telephone calls, post, personal callers), including prioritisation and 

drafting of responses, and dealing personally with routine or 

standardised replies 

• To produce and collate information required for the CEO and 

COO’s attendance at meetings, presentations or conferences. To 

include preparation of PowerPoint presentations, as required 

• To attend and provide secretariat service to working parties and 

committees involving the CEO and COO including prioritising 

actions and issues arising from such meetings 

 



• To undertake investigations, prepare reports and submissions, 

compile data and obtain information to support the work of the CEO 

and COO 

• To support the CEO and COO in writing up funding and awards 

applications 

• To act as the first point of contact with the NFM’s IT service to 

reporting any problems with the computer and telephones system 

• To set up team day schedules and provide minutes from team 

meetings and team days 

• Create & maintain paper and digital archive system 

• To support other members of the Leadership Team as requested by 

the CEO 

• To assist on ad hoc Museum projects as required 

• To take responsibility, at all times, for the confidentiality of the work 

of the Leadership Team and Trustees 

• Act as first point of contact for CEO and COO’s guests providing 

refreshments where required 

• To circulate Post in the mornings 

 

HR: 

 

• Be responsible for the maintenance of all HR related documents 

including keeping staff files current and up to date, preparing terms 

and conditions of employment, recording and monitoring holiday, 

sickness and absence records bringing any issues to the attention 

of the leadership team 

• Assist the Leadership team with the administration relating to the 

recruitment of staff including advertisements, collating of 

applications, arranging interviews, completing HR files including 

references and assisting with the induction process 

 



• Manage recruitment advertising & job applications and associated 

administrative support for posts as directed including the induction 

programme 

• Maintain an accurate record of staff contacts database and 

organizational structure chart 

• Maintain and safeguard policy documents 

• Be the central keeper and monitor of all master-copies or 

procedural documents relating to the organisation 

 

Board of Trustees: 

 

• To support the Leadership Team with the preparation of paperwork 

for quarterly Board of Trustees meetings, collating and distributing 

agendas and papers 

• To ensure that Board of Trustees meeting agendas and papers are 

distributed in time for meetings, with particular awareness of the 

Annual General Meeting (AGM)  

• To take minutes at Board of Trustees meetings, sub-committee 

meetings and any other trustee meetings 

• To complete and submit information online for both the Charity 

Commission and Companies House as required 

• To provide full administrative and secretarial support to the Chair of 

Trustees where required 

 

GDPR: 

 

• To support the Leadership Team by managing the administration of 

GDPR across the charity 

 

Other: 

 

• Any other duties to support National Football Museum consistent 

with the level of the post 



PERSON SPECIFICATION 

The successful candidate will be able to demonstrate the following:  

 

Work Experience 

 

• Proven experience as a Executive Assistant /Secretary/PA 

• Experience of working with senior management or Boards of 

Trustees or similar   

 

Education / Qualifications 

 

• High degree of IT literacy – including using the full suite of Microsoft 

Office    

• Programmes (including MS Outlook and PowerPoint)  

• Professional or vocational qualification in Administration or 

equivalent qualification 

 

Skills / Abilities/ Attributes 

     

• Strong organisational skills 

• Excellent verbal and written communication skills – able to write 

coherently and effectively  

• Ability to assimilate and effectively deal with important and 

confidential and sensitive Information  

• High degree of diplomatic and social skills – confident 

communicating effectively at all levels and with a diverse range of 

stakeholders 

• Typing skills (40 words per minute) 

• Short hand or speed writing 

• Able to act on own initiative, prioritise and meet deadlines 

• Proven ability to take and produce professional meeting minutes  

• Effective diary management  



• Eye for detail and ability to proof read with attention to spelling and 

grammar 

• Team player  

• Work well under pressure and changing circumstances 

• Commitment to the NFM vision 

• Willingness to work flexible hours on occasion to meet deadlines 

 

 

 

CONTRACTED HOURS:  

37.5 Hours  

 

SHIFT TIMES: 

Predominately Monday – Friday, but there may need to be flexibility on 

occasions 

 

ANNUAL LEAVE: 

33 Days per annum (pro rata) including 8 Bank Holidays 

 

To apply: 

The preferred method of application is to apply by email to: 

consultant@nationalfootballmuseum.com 

Please include an up-to-date CV and a cover letter outlining your 

motivations for applying and your relevant experience.   

Closing date: Monday 18 June at 5 PM 

 
 
 

 


