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	Job Title:
	Events Assistant
	Pay Band: 
	4



	Job Purpose: 

	Assist the Events and Festivals Manager on the design, development and delivery of a world class Hopetown Darlington Events and Festivals programme.


	Valued Behaviour Level:
	1 

	JE reference E3800
	

	What are you expected to do?

· Work alongside Events and Festivals Manager on the design, development and delivery of a world class Hopetown Darlington Events and Festivals programme.

· Coordinate private hire bookings, coach tours, updating the calendar, liaising with internal and external catering providers, ensuring the required equipment and resources are available.  

· Highlight opportunities and ideas to increase private hire business opportunities.

· Contact businesses and organisations to promote private hires packages on-site.

· Provide the financial information to the administration team to ensure events and meetings are appropriately invoiced.

· Assist the Events and Festivals Manager in organising and helping to deliver the site’s events.  

· Liaise with the Collections Engagement Manager and Learning & Access Officer on related activities for the programme.

· Deputise for the Events and Festivals Manager on event days and at meetings.

· Produce hire agreements, contracts and collate H&S paperwork within the required timescales.  This includes the return of any required insurance documentation and procurement documentation.

· Support the Events and Festivals Manager in pulling together the required information for applications and consultation with the Public Events Safety Advisory Group. 

· Plan and co-ordinate the evaluation of events liaising with the Events and Festivals Manager.





Person Specification

	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	Relevant events management qualification.
	
	D

	2
	Qualifications in event related health & safety and fire safety.
	
	D

	
	Experience & Knowledge
	
	

	3
	Experience of delivery of events.
	E
	

	4
	Knowledge of Health & Safety requirements for indoor and outdoor events.
	E
	

	5
	Experience of working with volunteers.
	
	D

	6
	Knowledge of event development in a cultural/heritage setting.
	
	D

	7
	Understanding and knowledge of outdoor events.
	E
	

	8
	Experience and the proficient use of MS Office packages including MS Excel and MS Word.
	E
	

	9
	Experience of working with children, families and young people in formal or informal settings.
	
	D

	
	Skills
	
	

	10
	Ability to apply accurate literacy and numeracy skills to meet the requirements of the post.
	E
	

	11
	Demonstrable ability to plan and organise own workload.
	E
	

	12
	Ability to work both individually on own initiative and as part of the team.
	E
	

	13
	Able to deal confidently with members of the public, colleagues, members and external organisations.
	E
	

	14
	Able to learn new tasks quickly.
	E
	

	15
	Ability to apply accurate literacy and numeracy skills to meet the requirements of the post.
	E
	

	16
	Demonstrable ability to plan and organise own workload.
	E
	

	
	Personal Attributes
	
	

	17
	Demonstrable interpersonal skills.
	E
	

	18
	Ability to be calm under pressure.
	E
	

	19
	Flexible approach to working time arrangements with the ability to work some evening and weekend hours, in a non-regular pattern.	
	E
	

	20
	Capable of independent travel to carry out the requirements of the post
	E
	




Supporting Statement
Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. 

	RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

	COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

	INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.
	DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.



All employees will be expected to:
· [bookmark: _Hlk216194895]Engage with our My Journey process and supporting conversations.
· Ensure that you work and communicate in line with our core values, policies and procedures and you are aware of your obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
· Carry out your role in line with our Equality agenda.
· Be a team player and willing to be supportive and flexible.
· Carry out any other duties of a similar nature related to this post that may be required from time-to-time.
· Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters to protect yourself and others.  
· Carry out your role in line with our climate neutral ambitions.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
· [bookmark: _Hlk211340693]This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.
· This post requires uniform and PE that will be provided to be worn when delivering events.
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