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JOB                
       







OUTLINE






 
	Department:   Community & Wellbeing 
	Section:   Culture & Events 


	Post No: COEV01030
	Designation:   City Events Assistant   


	Grade: G6


	
	
	


	Purpose of Job:

To support the cultural city events programme for the Cultural Services Department of Preston City Council. The role will support the coordination and delivery of the council cultural events programme including festivals, events and arts development. The role will support the successful delivery of the city events programme in spaces such as, the Mobile Event Tent and Flag Market. 

The role will help to deliver the day-to-day operations of the cultural city events programme, as well as contribute to programme planning, providing both administrative and operational support. 
During the delivery of select events and activities, the role will have delegated responsibility of staff and volunteers’ coordination and safety supervision. 
The role is a hands-on operational role and will include evening and weekend work in order support the delivery of the programme. 



	Main Duties/Responsibilities
· Supporting the Programme and Learning Officer in administrational planning, coordination and operational delivery of the city cultural events programme
· To work actively with colleagues across Preston City and Lancashire County Councils, and our communities – local residents, universities, creative and cultural organisations, etc to support the delivery of an inspiring, participatory and popular programme of events, performances and activities.

· Support the coordination of security and compliance of events and activities including event policies and procedures, risk assessments and staffing as required.

· Support communication, coordination and administration of external organisations and providers, in order to deliver a successful event programme. Providers include but not limited to; contractors, event facilitators, members of the community and key programme stakeholders who are working on Cultural Service’s venues to ensure security, safety and delivery of agreed jobs.

· Support the coordination and administration of the procurement of artists, providers and contractors as required through administrative coordination and day to day operational support. 
· Take delegated supervisory responsibility for the health and safety of staff, volunteers and visitors within the day-to-day delivery of events in line with the agreed risk assessments.
· Work closely with the Council’s wider departments to ensure needs and high customer care and compliance standards are met. 

· To support the delivery and coordination for the setup of events and activities. Including the delegated supervision of installation of equipment and security to ensure that PCC agreed safety and compliance standards are met.
· During the delivery of events, you will take a supervisory role on site for delegated internal and external Council events. You will provide vital Duty Management support throughout the delivery of an event.
· To provide advice, support and guidance to community groups and external organisations planning activity on Council land – around Event Management, logistics, Licencing, Health and Safety and Council policies.

· To support external events and cultural projects to ensure they are delivered to an approved event plan, meet health and safety legislation and are in line with Council policies. 

· To maintain a high level of effective communication across teams on all aspects of the operational development and delivery of the cultural programme.

· You will support the process of event applications for events on Council land. 

· Working with the Events and Facilities Officer to ensure safety and security of programme delivery and visitors. 

· Be a key holder for the event venues when required such as the MET.
· To be an active and key member of the Programmes Team and Cultural Services Department.

NB:  The Council is an equal opportunities employer and provider of services.  The Council has a        statutory duty to promote race equality and all employees must be aware of that duty and work to the Council’s equality standards.


	In addition, other duties at the same level of responsibility may be allocated at any time           
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