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JOB DESCRIPTION

JOB TITLE:
Outdoor Events Assistant
REPORTS TO:
Outdoor Events Development Manager
DEPARTMENT:
Culture & Tourism

SECTION:
Leisure

1.
PURPOSE OF JOB
Responsible for the organisational, administrative and clerical support to the Events Office, ensuring the maximum effectiveness of the team and its responsibilities. To facilitate the financial requirements of the team, including budget monitoring, analysis, reporting and chasing of payment. To provide an initial point of contact for internal and external communications, overseeing the community events programme to ensure good local outcomes.
2.
PRINCIPAL ACCOUNTABILITIES
1 Answer incoming calls and enquiries to the Events Office and the generic email address from internal colleagues and external customers including Councillors, dealing positively with all requests for information and handling correspondence diligently and professionally. Deal directly with small and community event enquiries and assigning more complex requests to the Events Officer and Outdoor Events Development Manager
2 Provide advice and guidance on how to apply to put on an event on Council owned land, carry out filming or a photoshoot in the city, and explain the process necessary to obtain consent for events or filming. Direct enquiries to colleagues or external contacts where necessary. 
3 Offer good practice advice to smaller event operators with reference to latest health and safety guidance and conditions of hire imposed by BHCC
4 Liaise with event organisers and filming companies, agree fees, conditions and safety documentation and give consent when appropriate. Collect and co-ordinate feedback from hirers to lead on future event policy.
5 Provide a secretariat service for meetings, organising meeting locations, taking minutes, circulating all documentation in advance and ensuring relevant people are included, absences are noted etc. Managing meeting diary for the Outdoor Events Development Manager
6 Administer bookings and enquiries for Brighton Bandstand, to include weddings, civil ceremonies and bandstand concerts. Advise people of the conditions of use, take payment of fees and liaise with Seafront Office and other Council colleagues for the bookings to be carried out. 

7 Provide a support service for budget management. Raise purchase

orders, credit notes, arrange for invoices to be paid and handle related correspondence, ensuring council processes are followed at all times. Interrogate financial records to provide information to the Outdoor Events Development Manager and ensure records are kept up to date, using accurate financial coding. 

8 Administer the poster advertising sites booking system, by taking enquiries, quoting costs and managing the bookings of all sites available. Liaise with the contractor to ensure posters are erected and taken down efficiently and collate feedback to drive development of advertising revenue.
9 Use various software programmes to maintain records for the Outdoor Events Office, including database management software, Internet editing, event management software and finance management systems. Ensure that the events diary is maintained and kept up to date. 

10 Overseeing smaller events in the city, helping with the organisation and management on site and ensuring conditions of use and latest health and safety guidance are adhered to. 
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.

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.

PERSON SPECIFICATION

POST TITLE: Outdoor Events Assistant


DIRECTORATE: Culture & Tourism
SECTION: Leisure
	CRITERIA

	ESSENTIAL CRITERIA

	Job Related Education, Qualifications and Knowledge
	· Educated to NVQ 3, or equivalent experience.

· Comprehensive knowledge of good practice in outdoor events.

· Comprehensive knowledge and understanding of relevant standard software packages.
· Knowledge of financial systems, invoicing and purchasing.

· Comprehensive experience of Minute taking and diary management.


	Experience
	· An advanced user of Outlook with some content management experience for websites
· Experience of communicating with the general public on a day-to-day basis.

· Experience or database and process management 

· Sound knowledge of financial management systems and budgetary control including negotiation of terms, conditions and hire charges.
· Proven experience of overseeing outdoor events and ensuring adherence to best practice policies.


	Skills and Abilities
	· Excellent telephone manner.

· Excellent Microsoft Office skills including Teams, Word and Excel.
· Ability to work under pressure/be self motivated.

· Ability to use own initiative and make decisions or problem solve.  
· Ability to communicate with a diverse range of people. 

· Ability to work well and cooperatively in a team.

· Discrete and careful when handling sensitive information.
 

	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 working hours
· Willing to work occasional weekends and evenings as necessary.
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