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August 2017
Dear Applicant,

Commercial Assistant
Thank you for expressing an interest in the above position.  Please find enclosed the job description and person specification for the role.

If you feel you demonstrate the necessary skills and experience required to fulfil the criteria for the vacancy, I would welcome your application.

Should you wish to apply, please email me your CV and covering letter explaining why you feel you are the right candidate for the role, by 12pm on Monday 28th August 2017.  My email address is laura.smith@theshots.co.uk.

Candidates selected for interview will be notified, via email, on Tuesday 29th August.  Should you not receive any correspondence from us on this date, this will mean that unfortunately you have not been selected for interview.

If you have any questions about the role, please contact me either by email or on 01252 320211.

Thank you again for your interest in this position.  I look forward to receiving your application.

Yours sincerely,

Laura Smith

Chief Executive


Job Description
Title: 
Commercial Assistant
Salary: 
£18,000 plus a target driven end of season bonus
Hours: 
40 hours per week (often including weekends)
Working Location: 
EBB Stadium, High Street, Aldershot, Hampshire GU11 1TW
Reporting To: 
Commercial Manager
Purpose of post: 
To work closely with the Commercial Manager in order to achieve set financial targets through sponsorship deals, sales, events, functions and match day hospitality. 

Specific Duties:

· Identify and contact potential new commercial partners, securing appointments for the Commercial Manager
· Carry out administration regarding sponsorship arrangements; completing service level agreements with commercial partners, liaising with the Finance Manager to ensure invoices are raised at the appropriate time, liaising with the Head of Media to ensure partnerships are well publicised and ensuring arrangements for sponsorship renewals are carried out in a timely manner.
· Carry out administration for matchday hospitality; maintaining and utilising the hospitality & club databases to ensure the lounges are well attended on match days, liaising with customers to confirm attendance and arrangements for each match, producing attendance lists for each match, production and print of match day menus and table plans and submitting list of attendees to Club Secretary
· Host guests in the hospitality areas at all home games during the season
· Administer all payments for the commercial department; liaising with the Finance Manager where appropriate to ensure all outstanding invoices are paid.
· Maintain accurate and up to date records for the commercial department, including financial information and attendance lists, at all times
· Co-ordinate and administer a variety of events and functions held at the Stadium and at other locations as directed by the Commercial Manager
· Co-ordinate and administer business network sessions at the Stadium (4-6 per year)
· Secure investment through the sale of advertising space around the Stadium including pitch side boards and signage
· Pro-actively utilise the club’s database in order to secure high levels of sales and of attendance within hospitality on match days, at club functions and events
· Work closely with the Head of Media to ensure all opportunities co-ordinated by the commercial department are well publicised through branding, website, social media, programmes, big screen and promotional material
· Liaise with the club’s caterers to ensure adequate and suitable provision is in place for all match days, functions and events
· Distribute match day photographs to match sponsors and mascots
· Liaise with team mascots on supply of kit and match day schedule
· Ensure effective communications with colleagues within the football club
· Provide excellent customer service, representing Aldershot Town FC well, at all times
Person Specification:
Key Skills and Experience Required: Essential
· A background in sales
· A background in event management
· Significant experience of using Microsoft Office including Outlook, Word, Excel and PowerPoint

· Excellent communication skills; written and verbal

· IT literate

· Proactive

· Ability to work as part of a team and also to demonstrate the use of individual initiative

· Excellent customer service skills

· Sound organisation and planning skills

Key Skills and Experience Required: Desirable
· Sound financial management skills 
· Driving License
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