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JOB DESCRIPTION

REGENERATION & NEIGHBOURHOODS DEPARTMENT

	JOB TITLE:
	Cultural Officer (Events Development)

	DIVISION:
	Culture and Information

	GRADE:
	Band 9

	RESPONSIBLE TO:
	Cultural & Community Resources Manager

	POST REFERENCE NO:
	101550


Purpose of Post

To co-ordinate the development, promotion and organisation of Cultural Events in Hartlepool.
Key Relationships

To work with existing staff and services and local, regional and national organisations to the benefit of the citizens of Hartlepool and the wider sub-region.  To liaise in particular with external agencies and the wider community in delivering the Hartlepool events, and with the Museums, Arts, Events and Marketing.

Main Duties and Responsibilities

The following is typical of the level of duties which the post holder will be expected to perform. It is not necessarily exhaustive and other duties of a similar type and level may be required from time to time. Out of hours working and weekend working will form part of this role.

· To deliver the town’s Events and Festival programme co-ordinating existing initiatives and building upon the structure and success of previous festivals and events.

· To act as Duty Officer at Cultural Services venues as required.

· To develop an exciting and innovative cultural events programme for Hartlepool.

· To work closely with local commerce and with regional and national agencies, in order to ensure that the events support the local economy and to maximise sponsorship and grant opportunities, thereby expanding the scope and range of the events.

· To undertake pre Health and Safety inspections of events to ensure continued compliance with all Health and Safety requirements.
· To line manage casual, voluntary and freelance events officers as required.

· To liaise with the voluntary, community and statutory sectors within the Tees Valley to ensure participation of a wide range of community groups.

· To advise external events organisers on the requirements of ISAG.

· To promote events to a wider audience.

· To contribute to the development of the Service as part of the Service Development Team.

· To identify key partners, including maritime and arts organisations and providers throughout the Tees Valley to ensure maximum participation and impact of the events

· To work closely with other festival organisers in the sub-region to maximise assets and marketing opportunities and to enhance the image of the Tees Valley as a centre of excellence for cultural events.

· To be responsible for ensuring all licensing permissions and approvals are secured to enable the cultural events to be held.

· To be responsible for the management and control of all professional performances, amateurs and community participants and for the infrastructure of the events.
· To provide information required by more senior officers who are responsible for monitoring budgets, and develop fundraising and sponsorship opportunities
· To assist in the preparation of the event revenue estimates and to monitor budgetary control over these functions.  The signing of accounts, recharges and official order etc., as required.

· Any other duties of a related nature which might reasonably be required and allocated by the Culture and Community Resources Manager and Head of Culture and Information.
Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

Date:  August 2016
HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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