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BUSINESS AND RESOURCES 
PERSON SPECIFICATION

POST TITLE:

Events Co-ordinator
GRADE:


Band 6
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· A recognised professional qualification in relevant subject (e.g. HNC/HND)

	· Degree

· Health and Safety qualifications relevant to outdoor events
· Current First Aid Certificate

	· Application form

· Certificates



	Work Experience


	· Significant events experience to include programming and site supervision
	· Substantial events experience to include programming and site supervision

	· Application form

· Interview

· References

· Presentation



	Knowledge/

Skills/

Aptitudes


	· Excellent written and verbal communication skills

· Numerate

· Organisational skills

· Able to use IT e.g. Microsoft Office, XL


	· Manual handle training
· ACT training
· Familiar with rigging public address systems/ erecting staging
· Knowledge of event safety planning
· Budgetary Management


	· Interview
· References

· Presentation



	Disposition


	· Creative
· Attention to detail

· Able to take the initiative

· Able to handle competing priorities and seek support where necessary
· Able to work to tight deadlines

· Able to work as part of a team

· Enjoy working outdoors

· Flexible Approach

· Committed to the principles of equality and diversity


	
	· Interview
· References



	Circumstances


	· Full current driving licence or access to a means of mobility support

· Able to work evenings and weekend as required

· Enhanced clearance from the Disclosure and Barring Service


	
	· Application form

· Interview

· DBS check




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.
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