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JOB DESCRIPTION

ADULT AND COMMUNITY BASED SERVICES


[bookmark: _GoBack]JOB TITLE:	Commercial Manager Tall Ships

DIVISION:	Preventative and Community Based Services

GRADE:	Band 13

RESPONSIBLE TO: 	Event Director Tall Ships	

POST REFERENCE NO:	107889


Purpose of Post

We are looking for an individual who has excellent communication, people management, leadership and organisational skills, and a flexible approach to work load pressures and deadlines. 

The post holder will lead on the commercial offer for spaces available to hire on the Tall Ships event site. This will include catering concessions, market stalls, bars, exhibitors etc.

The post holder will develop an offer, sell, allocate and manage spaces to hirers. 


Key Relationships

The post holder will be part of the Tall Ships team and required to work with staff across the Tall Ships work streams and other partners within the Council and community to promote the commercial offer for Tall Ships 2023. 

To work in collaboration with all sections of the council, volunteer and public sector. To build relationships with local businesses and the community ensuring they have a presence at Tall Ships 2023.


Main Duties and Responsibilities

· To lead on the commercial offer for spaces available to hire on the Tall Ships event site. 
· To lead on the commercial offer for bars, catering, trade stands, market stalls, exhibitors and other suitable concessions or hirers. 
· To work collaboratively with the Sponsorship and Corporate Hospitality Manager ensuring the most beneficial agreements for Tall Ships 2023 are made. 
· To generate income and meet financial targets set.
· To procure and manage a bar operator for Tall Ships 2023. 
· To procure and manage a pouring rights partner for Tall Ships 2023.
· To procure and manage a market provider for Tall Ships 2023.
· To develop an offer for local businesses to hire trade space at Tall Ships 2023. 
· To develop and implement a set of criteria and an application process for businesses to hire space at Tall Ships 2023.
· To develop and activate Event App for the use in document management of hirers. 
· To ensure risk assessments, method statements, insurances and licences are collated for each hirer. 
· To ensure all documentation is forwarded to the relevant departments prior to the event for comment/approval. 
· To ensure payment is made by each hirer. 
· To promote and advertise the commercial offer.
· To lead on local business workshops and focus groups.
· To be the key contact for commercial enquires relating to hiring of trade space. 
· To produce a Traders Handbook in conjunction with the Site MGT and Event MGT  team.
· To allocate pitches to hirers in collaboration with the Site MGT team and update relevant work streams on this regularly. 
· To liaise with all traders prior to event to ensure that all relevant documentation has been received.
· To liaise with all traders prior to the event regarding their arrival times, delivery times, and other arrangements. 
· To offer excellent customer service at all times.
· To complete trader feedback surveys after the event.
· To manage the operational delivery of trade spaces throughout the event build, event, and de-rig.
· To lead an operational team of staff and volunteers during the event period ensuring great customer experience.
· To lead an operational team of staff and volunteers during the event period ensuring trade space hirers are equipped to deliver at the event effectively. 
· To lead on all matters concerned with the day to day planning and delivery of trade space for the event. 
· To work with all relevant work stream on their requirements for trade space at the event. 
· To ensure all stands have what is required to meet the needs/ specification of their hire agreement.
· To procure and lead on the sale of official merchandise for Tall Ships 2023. 
· To promote and maintain good public relations, dealing with complaints, comments and enquiries from existing or potential service users.
· To explore legacy options for Tall Ships 2023, including the viability of the event taking place in the future.
· Any other duties of a related nature that might reasonably be allocated by the Event Director or Event Manager.
 

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:  Insert


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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