
 

 

Job Title: 

Commercial Administrator / Commercial Coordinator 

Department: 

Commercial 

Reports to: 

Commercial Manager / Head of Commercial 

Location: 

Huddersfield Giants RLFC, Stadium Way, Huddersfield, HD1 6PG  

Work Hours:  

Full-time employment 

 

Job Purpose: 

To provide support to the commercial team in managing and delivering sponsorships, 
hospitality, and event-related activities while also ensuring exceptional customer service 
to partners, clients, and fans. This role is pivotal in maintaining and growing the club’s 
commercial operations as well as ensuring that match days and club events run 
smoothly.  

 

 

 

 

 

 



 

Key Responsibilities: 

Sponsorship and Partnerships: 

• Assist in managing relationships with sponsors and commercial partners to 
ensure contract deliverables are met. 

• Coordinate sponsor activations, ensuring all branding and promotional 
obligations are executed effectively. 

• Track sponsorship agreements, including invoicing  and contract renewals. 

Hospitality and Match Day Coordination: 

• Organise match day hospitality at all levels.  

• Liaise with catering, operations, and ticketing to ensure all requirements are met. 

• Prepare match day itineraries, seating plans, and ensuring sponsor branding is 
appropriately displayed. 

• Act as a point of contact for sponsors and on match days. 

Events: 

• Lead the planning and execution of commercial events, including networking 
events, sponsor lunches, end of season awards night and Giants Women In 
Business.  

Administration and Reporting: 

• Maintain accurate records of commercial agreements, hospitality bookings, and 
events. 

• Provide administrative support to the commercial team, including diary 
management, invoicing and calendar planning.  

• Handle general inquiries from sponsors, clients, and fans professionally and 
promptly. 

Marketing and Communications Support: 

• Collaborate with the marketing team to promote commercial offerings through 
digital channels and campaigns. 

• Assist in creating and distributing promotional materials for sponsorships, 
hospitality, and events. 

 



 

Key Skills and Experience: 

Essential: 

• Strong organisational and time-management skills, with the ability to multitask 
and meet deadlines. 

• Excellent communication and interpersonal skills, with a customer-focused 
approach. 

• Proficient in Microsoft Office Suite (Word & Excel).  

• Ability to work both independently and as part of a team. 

• Flexibility to work match days, evenings, and weekends as required. 

Desirable: 

• Previous experience in a commercial, events, or a marketing role. 

Salary:  

• Salary – DOE.   

 

Application Details: 

To apply, please send your CV and a cover letter to Angela Horner at angela@giantsrl.com 
by 31st January 2025.  
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