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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:


Events Co-ordinator

GRADE:



Band 6

MANAGER RESPONSIBLE TO:
Senior Events Officers
STAFF RESPONSIBLE FOR:
Events Technician/casual and seasonal events staff, volunteers and apprentices
Overall Objectives of the Post:

Under the direction of the Senior Events Officers, to assist with the delivery of a varied programme of events ranging from major festivals to local community based activity. 

Key Tasks of the Post:

1. To deliver a wide portfolio of event activity.  You will:
· In consultation with the Senior Events Officers, contribute to all elements associated with the planning, delivery and management of a wide roster of events which contribute to the South Tyneside Vision 2023 – 2043 and the associated key ambitions.

· Contribute to the artistic, creative and technical planning of events.

· Lead on the programming and delivery of certain elements of the events roster (i.e. August Parks Programme) as allocated by the Senior Events Officers. 

· Ensure maximum attention to detail. 

· Actively work in partnership to maximise event activity and quality across South Tyneside.

· Work collaboratively with the Marketing and Communication Teams to ensure maximum exposure for events and festivals.

· Contribute to the commissioning of surveys to inform event delivery with a focus on audience demographics, spend per head, satisfaction etc.

· Act in an official capacity at events which will include unsociable hours and weekends.

· Provide a senior management presence at certain events. 

· Work collaboratively with both internal colleagues, external contractors, the emergency services and local businesses.

2. To ensure all event activity is delivered in line with industry standards and best practice with particular regard to health, safety and insurance requirements.  You will:
· Under the direction of the Senior Events Officers, liaise with appropriate Council sections (i.e. Health and Safety, Insurance, Building Control, Environmental Health, Traffic Management, Cleansing etc.) and the emergency services with regard to the staging of events.
· Oversee site infrastructure set ups and strip outs in line with relevant safety procedures and safe systems of work.

· In consultation with the Senior Events Officers, assist with the management and co-ordination of contractors/suppliers and all other event related logistics.

· Ensure relevant event site safety inspection documentation is completed on a regular basis. 
· Oversee the services technical resources and equipment ensuring safety checks are undertake and stocks are replenished in a timely manner.

· Contribute to Event Safety Plans, Emergency Operating Procedures and appropriate risk assessments.

· Undertake specific risk assessments and review/update safe systems of work. 

· Under the direction of the Senior Events Officers, provide support with the delivery of corporate and civic events and where appropriate third-party event activity.
· Work with third party event organisers to improve/develop existing activity and grow new event opportunities.     

· Co-ordinate and assist with the installation or equipment (i.e. staging, public address systems etc.) at various events and functions with due regard to health and safety requirements.

· Deliver and collect events related equipment.

· In consultation with the Senior Events Officers, ensure all health and safety systems are reviewed on due dates.

· Ensure events equipment is stored safely in an orderly manner and up to date itineraries are maintained in relation to what is at each location. 
3. Human Resources.  You will:
· Manage and motivate the Events Technician as well as casual event staff, volunteers and apprentices.

· In consultation with the Senior Events Officers, ensure the Events Technician, casual event staff, volunteers and apprentices are appropriately trained and implement/facilitate regular refresher training programmes.
· Liaise with casual staff to gauge their availability to work on events and activities ensuring sufficient capacity to meet operational requirements. 

· In consultation with the Senior Events Officers, allocate roles, responsibilities and deployment locations for events staff and stewards.
· Under the direction of the Senior Events Officers, brief teams of casual staff and stewards prior to events taking place.

· Ensure exceptional levels of customer service.
4. Financial planning and budget management.  You will:
· Assist the Senior Events Officers with financial management systems/procedures keeping records of associated spend, income and staffing costs.

· Assist with timesheets/payment of wages for casual events staff.
· Ensure official orders and invoice payments are management competently/timely and in line with all relevant Council financial procedures. 
· Contribute to generating additional commercial sponsorship/income to reduce event delivery costs.

5. To ensure effective office administration systems are adhered to Council procedures.  You will:
· Manage the loan of event related equipment (public address systems, staging, fencing etc.) to other Council sections, third parties and partner organisations.  To ensure equipment is operational prior to issue and on return and that it has been signed for. 

· Develop and maintain database management information and contact lists ensuring compliance with GDPR. 

South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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