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	Job Title  :  Events Co-ordinator


	Directorate  :   Economy, Skills and Neighbourhood  


	Division/Section  Public Protection – (Response Services)   


	Grade  :  5



	Job Purpose   

The Events Coordinator is responsible for managing and coordinating a response to the events notification process;  supporting the wider cross-functional Events Group to enable the safe delivery of larger scale events across the borough. 

The Events Coordinator will be the principal day-to-day point of contact for enquiries relating to events on council land, including schools. 




	Key Tasks



	1. 
	To be responsible for liaising with external event organisers and advising on all associated applications. Ensuring that all event information is collected and effectively passed on to all relevant council teams 

	2. 
	To be responsible for liaising with all event organisers and relevant officers to ensure all documentation is completed and submitted on time. 


	3. 
	To be responsible for liaising with suppliers to advise and coordinate responses from Council teams


	4. 
	Management of all information associated with an event before, during and after to ensure that information is tracked, saved and distributed to relevant Event Group participants.


	5. 
	To be responsible for reports presented to the Events Group, arranging and attending regular status meetings. Undertake project debriefs following key events.



	6. 
	Have a comprehensive knowledge of, and adhere to council policies and guidelines. Ensure that working knowledge is applied to all events throughout the planning duration.


	7. 
	Keep up to date with best practice in the delivery of events and apply where appropriate


	8. 
	Liaise with the communications team to ensure all events are promoted to the wider borough

	
	

	9. 
	Liaise with external organisations to facilitate filming requests for the effective promotion of the borough  


	10. 
	Processing of the parks charges/exemptions system to ensure fair approach to community groups using our parks. 



	Standard Duties

1.   To be responsible for the health and safety of employees and others, ensuring that all statutory
  requirements are met and Council policies adhered to.

2.   To uphold and implement policies and procedures of the Council and directorate including customer
  care and health and safety policies.

3.   To undertake continuous professional development (CPD) and to be aware of new developments,
  legislation, initiatives, guidelines, policies and procedures. 
4.   Undertake any additional duties commensurate with the level of the post.



	Contacts                              

Executive Directors, Senior Officers and other staff across the Council and partner agencies.
Elected Members

Blue Light Services
Residents 
Local, regional and national media
Relevant external agencies, organisations and businesses

Other Local Authorities



	Relationship To Other Posts In The Directorate :



	Responsible to:


	Response Services Manager

	Responsible for:
	n/a


	Special Conditions            n/a


	
	DATE
	NAME
	POST TITLE

	Prepared


	April 2018 

	Carol Brown
	Director Environmental Management

	Reviewed


	
	
	

	Reviewed


	
	
	


OLDHAM COUNCIL
PERSON SPECIFICATION

Job Title: Events Co-ordinator

	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	
	
	
	Essential
	Desirable

	Education and Qualifications


	Appropriate degree or equivalent. 

Evidence of continued professional and personal development.

	
	AF/I

AF/I
	

	Experience


	Proven track record of project management
Demonstrable experience of working with external agencies to arrange events
Experience of working successfully with a variety of officers and external agencies to develop strong working relationships and manage an appropriate response to unanticipated media crisis reactively. 
Experience of managing organisational reputation in a crisis situation.

Experience of handling sensitive and confidential information and making judgements about how best to utilise that information to manage the organisations reputation.
Proficient in English with excellent copywriting and proofreading skills and exceptional attention to detail. 

Experience of working in a political environment and working closely with political leaders. 

Experience of working in a partnership environment to deliver joint activity and events. 

Experience of successfully developing two-way communication channels with both staff and the public.

Experience of managing budgets and following financial regulations. 

Experience of working under pressure, prioritising projects to meet tight deadlines and multi-tasking as appropriate. 


	Experience, knowledge and use of licensing and general health and safety law


	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I
	AF/I

AF/I

	Skills and Abilities
	Excellent organisational, communication and interpretation skills required to act as 
account manager for key areas of council business. 
Ability to build strong relationships and to persuade and influence senior stakeholders on sensitive issues. 

Ability to demonstrate the resilience and confidence needed to deal effectively with the stakeholders on challenging and sensitive issues.
Excellent creative skills with the ability to develop innovative and effective communication 

Demonstrates exceptional attention to detail and accuracy in their work.
Ability to self manage, working on several projects concurrently.

An ability to work on own initiative as well as part of a team.

Excellent time management and organisational skills with the ability to deal with a demanding and varied workload, managing competing deadlines under pressure and to switch priorities at short notice.
Proficient in MS Word, Excel and Powerpoint 


	
	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I
	

	Knowledge


	Working knowledge of the council 

Knowledge of the politically sensitive environment in which local authorities operate, and particularly the role of locally elected politicians and the council’s decision-making processes
Excellent knowledge of current best practice and the latest thinking in relation to events and communications 

	
	AF/I

AF/I

AF/I
	

	Work Circumstances


	Occasional evening and weekend work.

A demonstrable commitment to personal development.
	
	AF/I

AF/I
	


NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview.

