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SOUTHAMPTON FOOTBALL CLUB 
JOB DESCRIPTION 

 
ROLE PURPOSE  
 
To provide support to the Director of Operations, whist providing a professional, comprehensive soft 
service management to the business.  

 
DUTIES & RESPONSIBILITIES  
 

 Responsibility for the delivery of soft Facilities management across the group SFC sites. 
 

 Leading, coaching, developing and mentoring the soft services team. 
 

 Delivery of all SFC and contractor KPI and SLA targets. 
 

 Management of budgets. 
 

 Monitor Facilities related spend against budget. 
 

 Review Facilities supplier contract agreements and commercial terms and conditions. 
 

 Ensure compliance with H&S legislation. 
 

 Undertake regular team meetings. 
 

 Liaison within the business and development of positive network.  
 

 Monitoring of Helpdesk system. 
 

 Responsibility for the department administration.   
 

 Provide additional support function to both the Venue Safety Manager, and Security Manger.  
 

 In the absence of the Director of Operations, Oversee the delivery of the department.  
 

 Ad hoc duties as requested by Management. 

   

Job Title Support Services Controller 
Department Operations 

Banding BAND 4 

Location  

Accountable To Director of Operations 

Accountable For 
Helpdesk/ Receptionist, Fleet , Facilities group  working supervisor , 
cleaning (Sub – contracted) 

Criminal Record Check 
Required  

Yes Level of Check Basic  

Financial Responsibility 
Budget 
Holder 

Yes 
Authorisation 
Level 

£1000 
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PERSON SPECIFICATION 
 

 Essential Desirable 

Experience Minimum 2 years’ experience at 
management level.  
 
Experience of working within a 
customer facing environment. 

- 

Qualifications (incl. 
certifications) 

Relevant H&S Qualification 
(IOSH, NEBOSH etc) 
 
Leadership Training 

NVQ Level 4 Certificate 
 
First Aid at work 

Skills Exceptional people management 
and administration skills. 
 
Excellent communication and 
interpersonal skills. 
 
Excellent organisation and 
influencing skills. 
 
IT literacy skills in MS Outlook, 
Word, Excel and PowerPoint. 
 
Must be able to work on own 
initiative with a proactive and 
flexible attitude. 
 
Ability to multi task and 
prioritise. 

- 

 
 
THE SOUTHAMPTON WAY 
We are looking for you to show these work based behaviours which match the attributes within the 
Southampton Way values which are integral to our working culture.  
 

RESPECT & UNITY 
 Encourage individuals within own team to contribute fully in meetings and share ideas. Has an 

ability to listen and feedback by summarising to demonstrate an understanding of others 
opinions and/or views.  

 Cooperates with other departments to challenge silo mentality. Builds effective teams who 
understand their goals and objectives in order to meet the expectations of the Club. Ensures that 
team members accept accountability for their actions and delivers the high standard expected. 

 Encourage team members to learn and develop from mistakes. Personally coaches and mentors 
to embed values into behaviours. Develops others by stretching their ability with challenging 
tasks and/or projects. Has an ability to deliver balanced and constructive feedback so others can 
develop their skills and abilities. 
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CREATIVITY 
 Is analytical in understanding the external business environment in own area or industry in order 

to manage tasks and/or projects. Shows ability to be proactive in understanding tasks and 
projects within their team, looks for evidence and sharing information with relevant 
stakeholders. 

 Identifies causes of problems, analyses wider issues or reasons and generates solutions to 
problems, with a creative approach. 

 Considers different options with analysis, weighing up the pros and cons before, exploring new 
or alternative ideas.   

ACCOUNTABILITY 
 Commands the audience’s attention by understanding what drives them and delivering the 

message in an appropriate and creative way. Also has an ability to break complex ideas into 
simplistic explanation, taking the initiative to understand their stakeholders expectations. Key 
messages must be well structured, clear and brief.  

 Inspires commitment to ideas and opinions by explaining in a clear and concise way, what the 
facts and business reasons are taking the ability to influence others. Encourages a partnership 
approach to share ideas which work for all concerned. Raise profile in and outside of the Club to 
develop mutually beneficial relationships. 

 Can make tough and speedy decisions and stand by them, which build confidence in their own 
views and for others. Talk optimistically about the future within team and appraise good work 
and plans for overcoming difficulties.   

ASPIRATION 
 Ability to delegate effectively to ensure team members are aware of their roles, responsibilities, 

goals, deadlines and results expected. Responds proactively to smaller problems before they 
become bigger. Reduce barriers to action, i.e. bureaucracy, policy or processes. 

 Regularly reviews performance of team members on an individual and group basis, setting clear 
expectations and puts in place specific measurable goals and stretch targets. Shows ability to 
take the lead and show responsibility and initiative to deliver as promised to the highest 
standard. 

 Ability and confidence to take steps to seek feedback from other non-immediate stakeholders 
to improve own and teams performance to raise performance levels. Consistently looking for 
ways to improve performance and communicate them effectively. 

 

 

GENERAL INFORMATION  

The Employee must at all times carry out his/her responsibilities with due regard to the Southampton 
Football Club policies and procedures in particular Health & Safety, Financial Authorisation, Confidentiality 
and with regard to the Data Protection Act. 

The Employee must act to protect all young people and vulnerable adults that are in their care or 
attending the Company’s premises.  The Employee must report any misconduct or suspected misconduct 
to the Safeguarding Manager. 

The Employee must ensure a positive commitment towards equality and diversity by treating others fairly 
and not committing any form of direct or indirect discrimination, victimisation or harassment of any 
description and to promote positive working relations amongst Employees and customers. 

The above Job Description is not intended to be exhaustive, the duties and responsibilities may therefore 
vary over time according to the changing needs of the Club. 
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JOB DESCRIPTION AGREEMENT 

Employee’s 
Signature: 

  
Date: 

 

 
 

   

Line Managers 
Signature: 

  
Date: 

 

 


