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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE

	Job Title:

	Event Officer 

	Reports to:

	Operations Manager

	Department:
	Brighton Centre

	Section:

	Tourism & Venues, EEC


Purpose of the Job

To support the Operations Department in the day-to-day management and delivery of the Brighton Centre’s [the Venue] annual events programme; amounting to an average of 255 occupied event days per annum, welcoming 250,000 leisure customers, 50,000 conference delegates and managing 125 client accounts, by acting as the on-ground Duty Manager and main contact for all client and customer queries on event days and to undertake administrative tasks and lead on project work as directed by the Operations Manager.
To manage the pool of front-of-house casual staff including shift and uniform allocation, disseminating information and booking training.
Principal Accountabilities

1. Act as Duty Manager on a rolling rota to ensure that events at the Venue always have suitable management cover throughout the life of the event.


2. Support the House & Event Managers on event days by being the main on-ground contact for clients during events to ensure that the highest level of customer service is achieved at all times.

3. Responsibility for the delivery of all events at the Venue classed as small or low impact, such as internal meetings and one-day events for less than 300pax, from initial booking stage through to end of event. 

4. Support the Operations Department in the administration of all event based documentation including but not limited to keeping all event files and the diary management system up-to-date, and the ordering of all event equipment and instructing when recharging is required, ensuring all event information is kept compliant, accurate and delivered within the set timeframe.

5. Interpret event by event requirements and use this to inform the Compliance Manager around casual staffing levels and work alongside them to finalise numbers of front-of-house and medical staff required for each event, to ensure value for money and Venue licensing requirements are adhered to.


6. Co-ordinate communications with the casual front-of-house staffing pool to include shift allocation, updates on policies, training requirements, customer feedback, and to create a rolling register of communication to ensure all staff receive information in a timely manner and compliance is documented.


7. Upkeep the Venue’s standards policies for all room set-ups, common ways and non-public areas to ensure the Venue is always presented to the highest standard on event and non-event days.


8. Produce and communicate a weekly Venue report to all staff informing on upcoming activity at the Venue, including events, contractors on site, loading bay use, deliveries and site visits, to make sure all departments have up-to-date weekly information and opportunities to prepare their area of the service.


9. Deputise for the House & Event Managers and Operations Manager as and when required on site visits and at client meetings to ensure the customer journey is not interrupted. 

10. Act as weekend relief cover as and when required so that the Venue has supervisory cover seven days a week to allow for the monitoring of the daily and rolling work programmes, and ensure that they are being delivered within the set timeframes.
General Accountabilities

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.

The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.
Health & Safety
To ensure all operations in their areas of responsibility are conducted according to the provisions of the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999 and all relevant legislation and council policy.

In particular: as set out in Section 4 of the Council’s Health and Safety Policy, and within their area of responsibility:

· To maintain awareness of current Health & Safety legislation and ensure that all employees understand and comply with Health and Safety Policy; that they are informed, trained and supervised to safeguard their own and others welfare and safety

· To carry out risk assessments and ensure implementation of and adherence to safe systems of working practice

· To report and investigate accidents or incidents promptly, implementing recommended action for improvements to safe working practice

· To ensure that safe premises, equipment and working environments are maintained

Equalities

To develop practices within the directorate/division that uphold and develop the principles of the City Council’s Inclusive Council Policy in relation to staff and to service provision.

To work within and actively promote the City Council’s Inclusive Council Policy in relation to service delivery and staff management.

BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:

	Event Officer 

	Reports to:

	Operations Manager

	Department:
	Brighton Centre

	Section:

	Tourism & Venues, EEC


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	· Good knowledge and understanding of supervising diverse teams or a comparable level of knowledge gained through experience
· Good working knowledge of venues management and the events industry including operational knowledge
· Good knowledge of the Equalities Act
· Good knowledge of Health & Safety Legislation

	Experience
	· Proven experience of supervising a diverse team in a multidiscipline organisation

· Experience of working in a customer-focussed environment

· Experience of planning, monitoring and leading work schedules to ensure service delivery 
· Experience of managing events

	Skills and Abilities
	· Excellent communication and interpersonal skills, and commitment to high level of customer care

· Excellent numeracy, literacy and administration skills

· Ability to organise own workload and that of others within tight deadlines

· The ability to deal appropriately with confidential and financial information

· IT literate with the ability to learn new systems

· Ability to train and develop staff
· Ability to propose and initiate change, take action and meet targets and desired outcomes under internal and external time frames

	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy

	Other Requirements
	· Flexible approach

· Able and willing to work out of hours including evenings, weekends and Bank Holidays as and when required

· Commitment to acquiring awareness and knowledge of Health and Safety policy and practice as it applies in their area of work

· Ability to co-operate and adhere to Health and Safety Policy, practices and instructions
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Hardest Part of the Job

Working within an ever changing business environment the post-holder needs to possess a strong quality driven customer focus, combined with a demonstrable ability to plan and monitor complex business change in an uncertain environment, whilst processing large amounts of data and information on a daily basis.

The job entails the post-holder to be highly visible in the effective management of events at the Venue ensuring that there is operational compliance and that the Venue is presented to the highest standard at all times, to match the expectation of our customers and the safety of its users. Attention to detail and understanding diverse needs is vital, with the ability to read situations quickly and think globally, understanding the impacts of each decision made on other areas of the business.
The post-holder needs to manage clients’ expectations and that of their colleagues and must be prepared to encounter clients and customers who may be angry or disappointed, showing strength and sensitivity when managing conflicting priorities.
Scope for Impact

The post-holder will be an integral part of the Venues Team and will assist in the effective support, administration and delivery of a balanced programme of events within the Tourism & Venues Section and the continued combined goal of enhancing the City’s position as a premier conference, entertainment and exhibition destination and as a key driver for the local economy.

The Operations Department manages on average 255 occupied event days per annum, welcoming 250,000 leisure customers, 50,000 conference delegates and managing 125 client accounts and it is the post-holder’s responsibility to assist in the delivery of these events and be the on-ground support for the Operations Department, the client and the visitors inside the Venue. Therefore, the job carries high financial risk due to loss of repeat business if mistakes are made or client relationships are damaged, and in terms of Health & Safety due to potential risks associated with venue management. The impact of such mistakes would affect the full Venues Section via potential for financial losses, client relationship and reputational damage, risk to Venue licence, customer dissatisfaction and loss of confidence, and damage to the brand.

Understanding crowd management and dynamics is imperative, as the post-holder will be responsible for on-ground decisions during live events when they are acting as Duty Manager, on such occasions the Venue can run at a maximum capacity of 5,000 customers, 100 event staff, and 50 client and production workers. If the post-holder has not correctly performed their duties when managing such a dynamic environment there are significant risks around overcrowding, crushing, breach of the peace, and potential for serious injury or loss of life, and any such incidents of a serious nature could be reviewed by the HSE and may lead to substantial litigation by any injured party. Alongside this, the post-holder must be able to stay calm under pressure and make clear and well balanced judgements in the case of a “show stop” where due to an unforeseen circumstance the event needs to be concluded prior to the published times or in cases of emergency, where a full Venue evacuation is required. 

Job Context

The position of Event Officer is a fast paced and dynamic role with a requirement of high levels of attention to detail, interacting with external organisations and businesses on a domestic and international stage and directly with our customers. The post-holder needs to be able to think quickly and effectively about building management and logistics in terms of event delivery and venue safety, to deliver excellence in customer satisfaction and a safe environment.


The position carries with it the potential for long hours [to include regular early mornings and late nights] working to very tight timelines, under pressure to deliver the best outcomes for the Venues Section. Alongside this the role is not entirely office based and the post-holder will often spend many hours working around the Venue and on their feet. There is potential for exposure to loud noise when working during a live event [approx. 90 days per annum].

The post-holder will need to be able to lone work and understand the impact of their decisions across the whole of the Venues Section. The post-holder must also provide strong and clear leadership during an event and needs to be very visible throughout the seven day a week operation.
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