
 

 

 
 

MK Dons Football Club  
Job Description and Person Specification 

 
Position:  Corporate Hospitality 
Co-ordinator 

Department: Commercial Reporting to: Corporate Hospitality and 
Partnerships Manager 

Job level: Non-management Contract: Permanent Hours per week:  37.5 

Job purpose:  To work as part of the commercial team delivering all aspect of Commercial activity. To assist the 
Hospitality and Partnerships manager on the delivery of all home matchdays and corporate events. 
Maximise causal hospitality revenue.  

Job Description 
Main Objectives 

 To maximise revenue from the sale of executive area casual tickets.  
 Work as part of the commercial team to achieve the annual budget for hospitality, events and match 

sponsorships by proactively managing follow up’s from previous clients.  
 Manage all match day administration in a timely manner and ensure this is completed by Friday for a 

Saturday game and Monday for a Tuesday game. 
 To take direction from the Hospitality and Partnerships Manager with co-ordinating the programme of 

matchday activities in all executive areas so that standards in customer excellence are achieved.  
 To complete tasks given to you by the Hospitality and Partnerships manager to help with delivery of all 

corporate events including golf days, End of Season Awards, pre-season dinners, sponsors evenings, business 
receptions, concert hospitality.   

 Take the lead on all Commercial administration including raising invoices for all commercial revenue. 
Summary of Duties 

 Identify leads and contacts for casual hospitality. Using lapsed clients and regular attendees to upsell casual 
hospitality 

 Contact weekly opposition club to promote either MK Dons hospitality packages or specific ‘away fan’ 
hospitality packages. 

 Deliver all match day administration ahead of the game including; commercial wording for the programme, 
framing requirements, menu prep, table plans, land yards, signage.  

 Assist with event administration when required. 
 Work with the Hospitality and Partnerships manager within the process of season ticket renewal across all 

Executive Areas. 
 Set up in all commercial areas ahead of match day.  
 To provide excellence in customer service, working alongside Hospitality and Partnerships Manager resolving 

any issues to the satisfaction of customers.  
 To monitor other football club and leisure industry sponsorship activity so that best practice can be identified 

and recommended for adaptation within the Club.  
 Raise all invoices for the commercial department 

 
 
 



 

 

 
 

 
Essential skills and qualifications: 

 Smart, outgoing, confident personality.  
 Energetic with a will to succeed.  
 Able to work both as part of a wider team 
 Ability to follow instructions given by management and to complete tasks set. 
 Exceptional organisational skills.  
 Proven ability to work under pressure.  
 Flexible working hours and days.  
 Available for all home matches.  
 Track record in administration.  
 An interest in football.  
 Computer literate. Proficient in Word, Excel and PowerPoint.  
 A team player.  

 
Behavioural Indicators: 
 

 Passion for Customers (entry level) 
 Planning and Prioritisation (entry level) 
 Confidence and Commitment (entry level) 

 
 
 

 

 


