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Irish FA Stadium Development Company

JOB DESCRIPTION

Job Title: 

Stadium Operations Manager
Department:

Stadium Development Company
Reporting to:

Head of Stadium Operation
Hours of work:
35 hours per week.  However, the nature of the post will require a high degree of flexibility involving evenings and weekends as dictated by operational requirements of the business.

Salary scale:             £26,658 – £37,322 starting salary commensurate with experience
Duration:                   Permanent

PURPOSE OF THE JOB:

To manage the stadium operations to the highest standards. 
MAIN DUTIES AND RESPONSIBILITIES:

Health and Safety

1. Regularly deputise for the Head of Stadium Operation on all health and safety matters pertaining to the Stadium.

2. Prepare risk assessments where required and scrutinise and collate risk assessments in respect of all works carried out by external contractors.
3. Develop, produce, manage and review internal documentation i.e. first aider information and accident reporting.

4. Ensure on match days that the Stadium is in compliance with the requirements of the Safety Certificate. 

5. Monitoring and reporting of all health and safety administration checks.rsparellate risk assessments in respect of all works carried out by external contract










































Event Planning and Management

6. Planning and organising of all assigned matches and events within the stadium including all Linfield Football Club (LFC) and international matches unless otherwise agreed. 

7. Develop, produce, manage and review all operational documentation for event days; including but not limited to: contingency plan, emergency procedures, risk assessment, operational plan, emergency lift procedures, control room documentation and pre-event checklists.

8. Liaison and coordination with stadium safety team for events; fire safety officers, stadium safety officer and security manager.
9. Management of control room requirements.
10. Management of specific stadium facility requirements; dressing room areas, public areas, corporate hospitality areas and control rooms.

11. Attend Safety Advisory Group meetings when required and present all relevant planning documentation.
12. Appointment and allocation of all event staff.
13.  Perform Duty Management shifts at agreed events. 
Management of Stadium 

14. Management of appropriate contractors and other stakeholders to ensure compliance of all service level agreements.
15. Liaison with LFC, IFA and NIFL on daily operational matters; stadium protocols, tenancy agreement, access, matches and events, contractor/maintenance issues.

16. Pre and post check of the National Football Stadium before and after every event and documenting any issues.

17. Coordination with IFA sales and marketing team for matches.

18. Liaison with the catering contractor on events to ensure coordination of diaries between internal and external events and security requirements.

19. Coordination of stadium signage requirements and ensuring compliance with statutory requirements.

20. Coordinate all necessary training in respect of emergency evacuation procedures, fire drills, organising fire wardens and so forth.
21. Development of stadium microsite on the IFA website to include information on; accessibility and travel, the Education and Heritage Centre, events calendar, events and corporate hospitality, tours, facilities and the redevelopment project.
Finance and Administration

22. Organising staff and resources as directed by the Head of Stadium Operation. 

23. Development of tender related documentation and assisting the Head of Stadium Operation in tender processes.

24. Assisting in the budgeting process, management of day to day costs and review of same.

25. Proactively participate in training and development opportunities, staff performance appraisals and reviews as required. 

26. Comply with Data Protection Policy with regard to safeguarding sensitive customer information at all times. 
27. Perform the job in accordance with the company’s policies and procedures, especially the Equal Opportunities and Harassment Policy and Procedure.
28. Adhere to and actively support at all times all other company policies, procedures, processes and working practices, including adhering to best practice.
29. Perform any other duties as may reasonably be required from time-to-time. 
This job description is not to be regarded as exclusive or exhaustive. It is intended as an outline indication of the areas of activity and will be amended in the light of the changing needs of the business.  

PERSONNEL SPECIFICATION: Stadium Operations Manager
	Criteria
	Essential:


	Desirable:



	1. Education, qualification & training


	1.1 GCSE pass at grade ‘C’ or above in English Language and Maths, or equivalent qualifications.

1.2 Health and Safety qualification or able to demonstrate an acceptable working knowledge of health and safety issues.
	1.3 NEBOSH qualification.

1.4 Event Management qualification.

1.5 Prince 2 qualification, such as the Foundation or Practitioner accreditation on Project Management.

	2. Experience
	2.1 Two years’ demonstrable event operations or venue management experience gained within a fast-paced multiple facet organisation.
2.2 Proven project Management experience.

2.3 Practical experience of working with contractors for a minimum of one year. 
	2.4 Experience of opening a new venue.  

2.5 Experience of managing large scale projects




	
	3.1 Excellent communication (oral and written) and interpersonal skills.

3.2 Ability to work under own initiative and as part of a team. 

3.3 High level of accuracy/attention to detail.

3.4 Very competent in the use of Microsoft Excel and Word Applications.

3.5 Capability to put systems and processes in place for a new venue. 

3.6 Resilient with the ability to multi-task and deal with stressful situations. 
	3.7 Ability to operate auto-cad package.

3.8 Knowledge of the requirements of Stadium Safety Certification


	4. Other requirements

(4.2 - 4.3 are post job offer)
	4.1 Proof of eligibility to work in the UK.

4.2 Completion of a medical questionnaire demonstrating the ability to fulfil the Occupational Health requirements for the post and flag any reasonable adjustment required.

4.3 Two satisfactory employment references, one of whom should ideally be the current/most recent employer.


	


ADDITIONAL INFORMATION

Closing date: The closing date for the receipt of completed application is 12 noon on 30 July 2018.  Applications received after the closing date and time will not be considered.

Shortlisting: Only those applications which clearly demonstrate the requirements set out in the personnel specification will be shortlisted. Please note that the Association reserves the right to implement all or some of the desirable criteria in addition to the essential criteria for shortlisting purposes.

Offer of employment: Please note any offer of employment is subject to the receipt of two satisfactory employment references, proof of eligibility to work in the UK and proof of any required qualifications.

Reserve list: A reserve list of suitable candidates may be maintained for the purpose of any similar vacancies (temporary or permanent) that may arise within twelve months of the completion of the recruitment exercise. 

The Irish Football Association is an equal opportunities employer and welcomes applications from all sections of the community.
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