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GOVERNANCE AND CORPORATE AFFAIRS

JOB DESCRIPTION


POST TITLE:			Events Assistant - Casual

GRADE:				Band 3

MANAGER RESPONSIBLE TO:	Senior Events Officer


Overall Objectives of the Post:

To work as part of a team delivering high quality public events across South Tyneside. 


Key Tasks of the Post:

1. To assist with the safe delivery of the events programme.  You will:
· Assist with site assembly and strip out in line with relevant safety procedures and safe systems of work.
· Assist with the deployment of events related equipment i.e. barrier rail, public address systems, temporary fencing, advertising materials etc. in accordance with safe systems of work.
· Ensure relevant site safety inspection documentation is completed.
· Locate structures and other infrastructure as per site plans.
· Act in an official role at events as part of the overall management structure. 
· Provide information to the public at events. 
· Collect data and information from the those attending events (e.g. Postcode plotting).
· Attend relevant training, as and when required.

2. To assist in the general management of the event.  You will:
· Complete checklists and maintain records as appropriate.
· Undertake any other duties that may be requested.


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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