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Jenny Rogers | Personal Assistant and Secretary 

Location: xxxxxxxx 
Telephone: xxxxxxxx 

Email: xxxxxxxxxxxxxxxx 

Professional Profile 

‘A highly organised and well-respected Assistant Club Secretary for a premier league football team applying 
consummate PA skills acquired over 27 years across all activities surrounding the successful administration 

of each match.’ 

Meticulous in the application of stringent protocols and systems providing unfailing professional support to 
the Club Secretary resulting in mutual trust and heading a streamlined approach 
Consistently acknowledged as a diligent and well-practiced expert in my field, I have undergone rapid 
promotion within a niche industry, honing a range of organisational and administrative skills to the highest 
level that will be of immense and immediate value to companies within any sector. 

Core Skills 

• Meticulous Organisational Skills 
• Minute Taking & Agenda Compilation 
• Time Management & Prioritisation 
• Diary Management  
• Correspondence/Call Filtration & Response 

• Registration & Renewal of Contracts 
• Compliance with Regulations/Protocols 
• National/International Travel Arrangements  
• Generic Office Management Skills 
• Audio Typing, MS Office 

Career Summary 
1998 – 2017   Company 
    Assistant Club Secretary 

A role that has evolved from a PA style post corresponding to the growth of the club attracting additional 
responsibilities with each new incarnation; originally supporting both the under 21 and B teams, now 
underpinning administration for the first team, ensuring all pre and post-match functions are completed. 

Key Responsibilities 
• Monitors and processes contractual benefits and bonuses ensuring payroll staff have the correct 

information to facilitate accurate payments to be made. 
• Oversees the completion of application forms for Champions League, Premier League and The Football 

Association, maintaining excellent relations with the officials at each organisation. 
• Acts as a conduit between the premier league body, local authority and police in the seeking of 

permission for fixtures dates. 
• Ensures that all players are registered with the FA in accordance with statutory regulations. 
• Oversees compliance with all legal and industry specific regulations across all club functions. 
• Records player bookings incurred during match play, providing summaries and alerts for the team manager. 
• Collates foreign player call-ups for international events from their home countries making the 

information available to club management. 
• Cultivates excellent communication channels with the premier league body. 
• During transfer windows, assists Club Secretary in arranging for incoming/outgoing loans of players. 
• Confirms that all mandatory standards are met pertaining doping control regulations. 
• Participates and on occasions deputises for Club Secretary at meetings with the football authorities. 
• Arranges travel, booking hotels, coaches and flights, and ensuring visas and other documents are in place.  
• Managing £125K budget for Under 21s, monitoring and accounting for all spend. 
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1990 – 1998  Company 
1996 – 1998    Club Secretary  
Promoted to a senior role, heavily reliant on meticulous efficiency and in depth knowledge of procedures 
within a fast moving pressurised environment. 
 

Key Responsibilities 
• Registered all professional and youth players ensuring the correct contracts and terms of employment 

were in place. 
• Organised fixtures in accordance with league regulations and in consultation with local Council and Police. 
• Maintained and updated a range of management information systems including disciplinary records, 

share ledger and personnel files. 
• Arrange travel and accommodation for the club, including international destinations for management. 
• Coordinated board meetings and took minutes, distributing all relevant documents to participants.  
• Provided a range of secretarial functions for the Club Chairman. 

1994 – 1996   PA to Managing Director/Commercial Executives  

Promoted to provide administrative and secretarial support to the MD and Executives of the club. 
Key Responsibilities 
• Managed several diaries, recording and re-arranging meetings and events. 
• Responded to enquiries pertaining to the function rooms, taking bookings and providing information on 

the terms and conditions. 
• Made all arrangements for travel and accommodation, including coaches, flights and hotels. 
• Maintained and updated personnel records on a shared management information system. 
• Liaised with the finance team to ensure invoices were raised and paid in a timely fashion. 
• Acted as first point of contact for patrons, providing accurate information and referring on as appropriate. 
• Coordinated meetings, booking venues, compiling agendas, contacting attendees and taking minutes. 
• Produced correspondence for outgoing communications and filtered incoming mail. 
• Collates and transfers requisite information to payroll. 
• Undertook a range of generic office management duties. 

1992 – 1994   Administrative Assistant 
1990 – 1992   Office Junior 

Education & Qualifications 
 RSA Typewriting Skills, Stage 2, Part 1 – Distinction –College– 1996 
 RSA Textprocessing, Stage 2, Part 1 – Distinction –College– 1996 
 NVQ Business Administration Level 2 –College– 1992 
 Full, Clean UK Driving Licence 

References Available on Request 
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