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JOB DESCRIPTION        
JOB TITLE:
Events Officer



REPORTS TO:
Events Manager
DEPARTMENT:
Environment

SECTION:
Leisure


1.
PURPOSE OF JOB
To manage, organise and promote a culturally diverse programme of outdoor events and to encourage, facilitate and oversee commercial filming projects, which take place on the City’s public open spaces.

To act as Designated Premises Supervisor (the day to day control and management of the venue) for the Council’s 16 licensed public open spaces where events with audience capacities of up to 70,000 persons take place.   

2.
PRINCIPAL ACCOUNTABILITIES
	
	%

	To manage, organise and promote the City’s Outdoor Event Programme, which takes place on the seafront, parks and other public open spaces.


	30

	To implement all the Council’s policies regarding Health, Safety and Welfare at outdoor events and in particular act as Designated Premises Supervisor for each of the Council’s open spaces with regard to the Licensing Act 2003 (operational from November 2005)
	25



	To evaluate all event requests from outside event organisers, promoters and hirers and prepare briefing notes , consultation documents and committee reports for internal and external colleagues


	10

	To evaluate, co-ordinate and manage any filming projects taking place on Council land.
	10



	To formulate and manage all budgets relating to events, filming and outdoor advertising throughout the City.
	10

	To provide help and guidance to individuals and community organisations wishing to stage their events locally.
	5



	To negotiate terms, conditions and fees with outside clients, promoters and hirers on behalf of the Council as Landlord and Licensee.
	5



	To co-ordinate the City’s master diary for outdoor events.
	5




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:    
Events Officer      
GRADE:

DIRECTORATE:
Environment

SECTION:
Resort Services

	QUALIFICATIONS, SKILLS AND KNOWLEDGE



	· Educated to graduate level in a relevant discipline. 

· A recognised Health & Safety qualification.

· A qualified Personal Licence Holder for the authorisation of the sale and supply of alcohol.   

· A leisure professional with a minimum of 5 years’ experience

· Ability to evaluate event proposals from, and negotiate with, national and international promoters.

· Sound knowledge of financial management systems and budgetary control including negotiation of terms, conditions and hire charges.

· Experience of liaising with external parties in the Emergency Services and related voluntary agencies.
· Knowledge of Crowd Dynamics and Safety Contingency Planning.

· Knowledge of welfare issues for public attending largescale events. 

· Ability to control event promoters and their contractors on site in order to deliver high quality open air public entertainment terms and to maintain public safety.
· Ability to make on the spot decisions in real time, without reference to senior management. 
· Willingness to work long and anti-social hours.
· 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.
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