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JOB DESCRIPTION

REGENERATION & NEIGHBOURHOODS

JOB TITLE:



ASSISTANT CULTURAL EVENTS OFFICER

DIVISION:



Cultural Services – Events

GRADE: 



Band 6 

RESPONSIBLE TO: 
Cultural Officer (Events Development)
POST REFERENCE: 
107372

Purpose of Post

To support and deliver a programme of inspiring and engaging cultural events, enabling many people in Hartlepool to participate in cultural activity and engage with high quality art. 
To support the work of the Cultural Officer, the lead on delivering Hartlepool’s outdoor cultural events programme. To bring an artistic element to the programming of our cultural events.  

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 support and deliver the Hartlepool Cultural Events Programme.

· To feed in to the programming side of the Cultural Events Programme.  These include, but are not limited to, Hartlepool Waterfront Festival, Fireworks, Light Switch On, Hartlepool Show and WW1 Commemorations. 

· To create partnerships with artists, integrate interesting new creative work, digital expertise and funding to grow the scale and scope of these projects to the benefit of Hartlepool communities.

· To work closely with the marketing teams at Hartlepool Borough Council (HBC) and Tees Valley Combined Authority (TVCA), as well as other cultural organisations to ensure coherent communications, alongside the rest of the Cultural Services team.

· Occasional supervision of voluntary and casual events/project staff.

· To act as area manager on some aspects of cultural events, deputising for the Events Coordinator where appropriate. 

· Collate and prepare information for funders, such as the Tees Valley Combined Authority.

· Attending meetings with and on behalf of other Cultural Officer (Events Development).

· To undertake such personal training as may be deemed necessary to meet the duties and responsibilities of the post.

· Any other duties of a related nature, which might reasonably be required and allocated by the Cultural Officer (Events Development).

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: March 2018.
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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