LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Events Officer
	Grade:
	PO2

	Reports to 
(Designation):
	Community Resources Manager
	Grade:
	

	Directorate:
	Community Services
	Section:
	Community & Cultural Development


___________________________________________________________________
Main Purpose of the job: 

Provide strategic advice to the Council on issues involving the events sector, making recommendations for changes and new policies as appropriate.  To manage a portfolio of events including Lewisham People’s Day and Blackheath Fireworks with responsibility for all aspects of event delivery. To improve the capacity of events to contribute to community engagement in the Borough.
___________________________________________________________________
PERSONAL DUTIES

1. Manage, direct and co-ordinate the work of staff and contractors to ensure that  events  operate effectively within Council and Department Policy to meet corporate objectives and targets.

2. Deputise as required for the Community Resources Manager within own area of work.

3. Manage, monitor and control the allocated budgets relating to events in line with the Council’s financial regulations and standing orders. Develop appropriate plans to ensure that income targets for events are met, including earned income and sponsorship.
4. To act as the Council’s lead officer with regard to Events policy and to advise the Community Resources Manager and other personnel on its implementation.

5. To develop and manage an appropriate performance management framework for events.

6. Take responsibility for emergency planning and security arrangements for individual events at a command level to be agreed with the Head of Service as appropriate for the individual event.  Ensure that support arrangements are in place for the Head of Service to fulfil Command roles when appropriate.

7. Take responsibility for ensuring that appropriate health and safety systems are in place for events managed by the service.

8. Work with colleagues in licensing, trading standards, governance, town centre management,  culture, parks, crime reduction and the police to facilitate a joined up approach to community events within the borough including providing advice to the Events Safety Advisory Group.

9. Lead a cross cutting events network for the borough to improve communication on events and support best practice.

10. Prepare reports and speak at such meetings as required
11. Manage community relations and complaints in relation to events, dealing with conflicts if they arise.
12. Prepare tender documentation and oversee procurement of contractors for events.

Internal contacts: These include officers from all directorates, ward members.
External contacts:  These include police, pct, voluntary sector, residents, national and regional organisations, contractors.
To carry out the duties of the post with due regard to the Council’s Equal Opportunities Policy and core values.

All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.

Assist in carrying out the Council's environmental policy within the day to day activities of the post.
Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to restructuring the duties of this post for a disabled postholder

This job description may need to be amended by the Directorate to meet the changing needs of the service
___________________________________________________________________
Grade and numbers of immediate subordinates      0
Number of staff supervised by this Officer

3 seasonal
Date: Oct 2012
PERSON SPECIFICATION
JOB TITLE:
Events Officer



POST NO: PO2
DEPARTMENT:
 Community Services


GRADE: 

Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Equal Opportunities
Commitment to implement the Council’s Equal Opportunities policies.

Awareness of Equal Opportunities issues.






S

Knowledge

Extensive knowledge of health and safety, licensing and DDA legislation in relation to event management.











S

Knowledge of procurement within a public sector context.




S

Extensive knowledge of fundraising and securing earned income for events

S

Knowledge of procurement & funding processes
Aptitude

Ability to engage with, enthuse and inspire a diverse range of individuals and organisations.

Ability to prioritise competing demands and achieve an agreed programme of work.

Ability to generate ideas and effective solutions.

Skills

Excellent communication and influencing skills

Time management and project management skills

Excellent Interpersonal skills

Good financial skills

Experience

Experience of tendering for contracts
Substantial experience of large scale event management including budget management, emergency planning, programming, fundraising and managing contractors.

S

Experience of providing high quality customer focussed services to diverse communities. S

Experience of motivating and influencing a multi agency team to safely deliver events within budget.










S

General Education

Personal Qualities

Calm and Professional.

Approachable and understanding of diverse needs.

Responsive and customer focussed.

Facilitator and motivator.

Circumstances

Must be able to work flexibly to meet the demands of the job, including out of hours working at evenings and weekends.

Physical 

Generally candidates must meet standard Lewisham requirements for the post. 

