TAMESIDE MBC

OPERATIONS AND NEIGHBOURHOODS
JOB DESCRIPTION 

JOB DESIGNATION:

Arts and Events Officer
SERVICE UNIT:

Cultural and Customer Services
RESPONSIBLE TO:

Arts and Engagement Manager
JOB ID:  


B32
GRADE: 


G


JOB PURPOSE:
Lead and manage Tameside Council’s varied corporate event programme and arts activity.
RESPONSIBILITIES

1. To be responsible to the Arts and Events Manager for the management of events and associated arts activity.
2. To manage, attend and lead on the production and delivery of a creative and varied Corporate Event Programme within public park/places/town centres and Council buildings in consultation with other officers and elected members within the Council.

3. To provide advice and support to organisers of public events held on Council land on event related issues, with special regard to licensing, risk assessment and health and safety.

4. To network and liaise with local community groups and to engage in work contributing to Community Cohesion.

5. To support the Service Unit Manager and the Arts and Engagement manager with operational issues relating to corporate events.

6. To be responsible for the recruitments, training, deployment and control of staff including event contractors, production, technical and freelance staff employed to deal with specialised areas of events and to act as nominated event manager with responsibility for entire events and public safety as required.

7. Continually review, develop and forecast new trends to optimise usage within the arts and events programme and generate ideas for change.
8. To contribute to the preparation of documented risk assessments and to carry out health and safety site checks with appropriate representation from the Council’s Health and Safety Advisors.

9. To control and manage project based budgets and ensure that all events meet the requirements of financial documentation in line with the Council’s financial regulations and Contract Standing orders.

10. To explore and identify potential external funding and sponsorship opportunities.

11. To promote and market the service as necessary, including the creation and distribution of materials, web site provision and social media.

12. To undertake additional training relevant to duties of the post.
13. To ensure that all activities are carried out in accordance with Health and Safety Policy and safe working arrangements.

14. To converse at ease with customers and provide advice in accurate spoken English.

15. To undertake such other duties as reasonably correspond to the general character of the post and are commensurate with its level of responsibility.

TAMESIDE MBC

OPERATIONS AND NEIGHBOURHOODS

PERSONNEL SPECIFCATION

Service Unit:
Cultural and Customer Services                                            
Designation:
Arts and Events Officer     

	
	Personal requirements of a successful post holder
	Category
	Method of 

Assessment



	1
	Educational Standard/Qualification/Membership of 

Professional Institutions (indicate grade)


	
	

	
	Higher Education Qualification
	E
	A/I

	
	First Aid at Work Certificate
	E
	A/I

	
	Outdoor First Aid Certificate
	E
	A/I

	
	Event Management related Qualification
	D
	A/I

	
	
	
	

	
	
	
	

	2
	Experience


	
	

	
	Managerial experience of events for at least 2 years
	E
	A/I

	
	Work experience within Arts Development Negotiating with producers/agents/artists
	D
	A/I

	
	Work experience in local government 
	E
	A/I

	
	Organisational and planning
	D
	A/I

	
	Marketing and promotion
	E
	A/I

	
	Grant development and project management
	E
	A/I

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	3
	Skills


	
	

	
	IT skills
	E
	A/I

	
	The ability to converse at ease with customers and 

provide advice in accurate spoken English
	E
	A/I

	
	Excellent  written and verbal communication skills
	E
	A/I

	
	Good organisational and time management skills
	E
	A/I

	
	Self-starter requiring minimum supervision with good motivational skills
	E
	A/I

	
	Ability to lead and organise meetings
	E
	A/I

	
	Numeracy
	E
	A/I

	
	Creativity
	E
	A/I

	
	Marketing with particular focus on social media skills
	D
	A/I


	
	
	Category
	Method of 

Assessment



	4
	Knowledge


	
	

	
	Budgetary Control Procedures
	E
	A/I

	
	Local Authority procedures
	D
	A/I

	
	Professional issues relating to arts and Events
	E
	A/I

	
	Performance measures, monitoring and control
	D
	A/I

	
	Licensing
	D
	A/I

	
	Health and Safety
	E
	A/I

	
	Event Infrastructure
	E
	A/I

	
	Procurement of Equipment and performers
	E
	A/I

	
	
	
	

	
	
	
	

	5
	Work Related Circumstances


	
	

	
	Current and valid driving license and vehicle owner
	E
	A/I

	
	Ability to work some evenings,  weekends and Bank Holidays
	E
	A/I

	
	Ability to work under pressure
	E
	A/I

	
	Team member and corporate thinker
	E
	A/I

	
	An ‘achiever’ and problem solver
	E
	A/I

	
	A leader and motivator
	E
	A/I

	
	Ability to communicate and understand the needs of staff and users
	E
	A/I

	
	Ability to lift and carry equipment
	E
	A/I

	
	Entrepreneurial skills
	D
	A/I

	
	
	
	

	
	
	
	

	6
	Equality


	
	

	
	Understanding of the Council’s Equal Opportunities Policy and its
	E
	A/I

	
	implications
	
	

	
	Importance of Health and Safety requirements
	E
	A/I

	
	Importance of Data Protection Legislation
	E
	A/I

	
	
	
	


For information

Category

(E)
Essential Requirements without which the candidate would be unable to

carry out the duties of the post.

(D)   
Desirable Features which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience, etc.

Method of Assessment

(A)
To be assessed from information provided on the application form.

(I)
To be assessed at Interview.

(T)
To be assessed by Selection Test

