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EMPLOYEE
       







SPECIFICATION


                                       
	 Dept:   Community & Wellbeing 
	Section:  Culture & Events   


	Post No: COEV01030
	Designation:  City Events Assistant

	Grade: 6


	Qualification:
E     3 GCSE’s at Grade c or above or equivalent qualification 

	D
	Events Management-related Qualification or equivalent experience in the events industry 


	D
	Health & Safety qualification or equivalent



	Knowledge/Skills/Abilities:



	E
	Ability to plan and prioritise workload, working under own initiative 


	E
	A good working knowledge of computer software including Office, Outlook and databases 


	E


	Ability to supervise others, including contractors, providers, volunteers and delivery stakeholders and ensure levels of service and standards are met.

	E
	Ability to demonstrate flexible approach to work 


	E
	Excellent organisational and planning skills 


	E
E
E

E


	Excellent presentation and customer service skills, ensuring the highest standards and quality is met in the delivery of cultural programmes.
Knowledge of security protocol and best practice in public spaces and venues  

Skilled co-ordinator able to manage resources – people, time, spaces, information, budgets – effectively and efficiently 

 Creative and imaginative approach to developing and programming own and others’ ideas



	D
	Knowledge of budget management 



	D
	Knowledge of relevant event health safety legislation, environmental health considerations, planning implications, legal consideration and events good practice guidance 


	
	

	Experience:



	E
E
	Experience of relationship management with key stakeholders, internal departments and others. 
Experience of working closely with community groups to support them to plan and deliver events and activities


	D
	Experience of coordinating day to day venue and event security and operations.



	D
D
E

E

E

E

D

D
	Experience in health and safety management in a public setting. 

Experience of event supervision and taking an onsite lead on events representing the Council as an acting Duty Manager.
Experience of event administration and communications.
Experience of operational Duty Management, including but not limited to event set up and day to day coordination and delivery including staffing coordination and supervision.
Experience of operational event and activities delivery.
Experience of identifying risks and complying with risk assessments 

Experience of contractor procurement and supervision. 

Experience of supporting and coordinating cultural programmes internally and externally.

	D
	Experience of delivering events and activities within a cultural organisation or local authority.

	
	

	D
	Experience of developing detailed event and production delivery plans in line with relevant legislation.

	
	

	Special Requirement:



	E

E
	Commitment to embedding Community Empowerment Principles in the working practices and organisational culture at the Harris. 

Excellent personal presentation skills and smart appearance

	
	

	E
E
	Driving Licence
Ability for flexible working including working evenings and weekends during peak event periods


	NB   E     Essential

        D     Desirable
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