
	ROLE DESCRIPTION



	



	Job title:
	Development Centre Manager 

	Reporting to:
	Community Director 

	Direct reports:
	Football & Sports Coaches 

	Based at:
	MEMS Priestfield Stadium 

	Date of issue:
	August 2026



	POSITION PURPOSE



Deliver the Charity’s football programme strategy through a best-in-class experience for the participants, parents & staff.   
Be the number 1 community football coaching provider in Medway and the Greater Kent Region.

RESPONSIBILITIES (below are example responsibilities but this is not intended as an exhaustive list)

· To act as an Ambassador for GFCF and GFC whilst maintaining and developing relationships to ensure high quality experiences for young people, partner organisations, other staff and customers.
· Manage the agreed annual budget ensuring revenue and expenditure targets are met throughout the year.  
· To identify and support the development of progression pathways for talented young people.
Manage and maintain all Development Centre venue bookings and scheduling.
Set standards for players, parents and coaches.
Ensure player registration records, monthly payments and attendance registers are accurate and up to date.
Oversee communication with parents, players, coaches, and venue providers.
Monitor centre capacity and manage waiting lists where required.
Ensure all administrative processes are completed accurately and on time.
Support, mentor and manage coaching staff to ensure consistent high-quality sessions.
Ensure all sessions align with the organizations coaching philosophy and player development model.
Lead the growth of the Development Centre Programme by increasing player recruitment and retention.
Build strong relationships with local clubs, schools and community sessions. 

	HEALTH & SAFETY



The role is leading the safe and secure delivery of the GFC Foundation’s Development Centre Programme.  All staff must adhere to the Health and Safety policy as well as comply with all role specific health and safety requirements. In addition, all staff have the responsibility to report any breach or potential breach in health and safety to their Line Manager. 

	SAFEGUARDING



Gillingham FC Foundation acknowledges that everyone has a responsibility for the wellbeing and safety of children, young people and adults at risk who are under the Foundation’s care or are utilising the Foundation’s facilities. 

As part of Gillingham FC Foundation’s commitment to providing a safe environment for children and adults at risk the Foundation requires all staff in child, young person and ‘adult at risk’ facing roles:

· To be clear about the Foundation’s responsibilities when running activities for these groups;
· Will have read and understood the suite of safeguarding policies including safeguarding children policy, adults at risk policy, anti-bullying policy, whistleblowing and equality policy;
· Understand and promote staff and players code of conduct;
· Will understand how to refer a concern; 
· To be consistent role models;
· To monitor repeated incidents of poor behaviour and liaise with their DSO or Head of Safeguarding.


	EQUAL OPPORTUNITIES



We are committed to supporting an environment where all staff have a personal responsibility to uphold the Clubs Equal Opportunities Policy by treating fellow employees, prospective employees, casual workers, prospective casual workers, players, prospective players, volunteers and customers fairly and impartially.


	PERSON SPECIFICATION



	ESSENTIAL
	DESIREABLE

	Experience
· Delivery of Football Coaching to children aged 5 - 16
· Supporting and developing coaches in a football environment
· Marketing and promotion 
· Programme management 
· Experience managing staff or coaching teams.
· Strong organisational and administrative skills
	Experience 

· Experience using player registration systems



	Skills, Knowledge & Qualifications
· Minimum FA Level 3 in Coaching Football (UEFA B)
· FA First Aid
· FA Safeguarding
· Ability to drive, has access to a car or ability to travel independently
· Ability to manage a budget
· Communicating effectively with players, parents and staff
· Passion for development
	Skills, Knowledge & Qualifications
· FA Level 3 in Coaching Football
· Mentoring qualification
· Talent identification



	Personal Qualities
· Committed and motivated by the purpose of the Foundation and Club
· Demonstrates respect for colleagues, partners and customers and when possible operates above and beyond expectations
· Well presented with a good manner
· Excellent punctuality
· Ability to prioritise work and consistently meet deadlines
· Effective communicator
· Cheerful positive attitude
· Strong organisational skills
· Meticulous attention to detail




