JOB DESCRIPTION

Events Manager
Purpose of post:
To coordinate all internal and external corporate events and to assist with the development of the ongoing events strategy, development of corporate hospitality and corporate sponsorship.  

Responsible To:
Director of Operations
Pay and Conditions: £17 - £22K (dependent on experience)
Hours:  
37 hours per week (Hours will include evenings, weekends and Bank Holidays)
Holidays:
20 days per year, excluding statutory holidays, increasing pro rata to 25 days per year after three years’ service.

Principal Duties:

	· Liaising with clients, both internal and external, to coordinate all event requirements.

	· Producing detailed proposals for events (e.g. timelines, venues, suppliers, legal obligations, staffing and budgets) and liaising with other departments to include their requirements.  

· Devising and implementing marketing strategies and materials to promote all events and corporate sponsorship and event packages in liaison with the Marketing Department.

· Support the Development Coordinator in implementing corporate sponsorship initiatives.

· Co-ordinating venue management, caterers, Front of House staff, contractors and equipment hire.
· To support the Development Coordinator to initiate fundraising proposals and facilitate contact with key regional businesses.
· Liaise with all Customer Service managers regarding all events and staffing.

· Ensure timely set up and preparation for all events liaising with technical and production staff as required and facilitate subsequent dismantling and removal of events.
· Attend and contribute to all necessary operational managers’ and production meetings and prepare regular reports on past, current and proposed activity.
· In liaison with the Theatre Manager to be responsible for the upkeep and maintenance of equipment and areas relating to event management.

· Overseeing the preparation and execution of all events and dealing with client queries throughout all events to ensure these run efficiently.
· Prepare and implement, in liaison with the Operations Director, a strategy for the corporate arm of the business including marketing, service, standards, development, training and including research into markets identifying sales opportunities for the Company’s corporate offer and for its corporate sponsorship packages.

· Ensuring insurance, legal, health and safety obligations are adhered to at all times.

	· Introduce fit for purpose administrative and financial systems and recording procedures to ensure effective and efficient record keeping is maintained for the events operation.  
· Providing administration support to the Operations Director.
· Devise and Implement a sales strategy to market our product locally, regionally and nationally.

· To act as Duty FOH Manager when required.


General:
a) The above accountabilities are not exhaustive and may vary without changing the character of the job or level or responsibility.

b) The above duties may involve having access to information of a confidential nature, which may be covered by the Data Protection Act. Confidentiality must be maintained at all times.

c) The post holder must be flexible to ensure that the operational needs of the Company are met. This includes undertaking duties of a similar nature and responsibility as and when required.

d) All employees of Hull Truck Theatre are expected to operate according to the Company’s Equal Opportunity Employment Policy.

e) The Health and Safety at Work Act and other associated legislation places responsibility for Health and Safety on all employees. Therefore, it is the postholder’s responsibility to take reasonable care for the Health, Safety and Welfare of him/herself and other employees in accordance with legislation and the Company’s Health and Safety Policy.
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Events Manager

Person Specification

Experience

Essential

Experience of customer focused service provision within a catering environment.
Experience in establishing and managing partnerships/clients and networking at the highest levels

Experience coordinating and delivering events to the highest standard

Experience of organizing and delivering fundraising schemes and events and with a proven record of achievement.
Desirable

Previous sales experience – preferably within corporate/event management operation.
Experience of setting and developing marketing strategies

Experience of working with or within a producing theatre

Experience of developing promotional/marketing materials

Knowledge

Essential

Educated to degree standard or QBE

Understanding of customers needs to enable high level of customer satisfaction

Knowledge of all EU/UK standard and catering related Health and Safety and Health and Hygiene regulations and statutory requirements.

Desirable

Knowledge of the arts and cultural scene

Understanding of corporate business opportunities in the Hull area

Catering/Licensing qualifications or membership of professional body

Knowledge of theatre and an understanding of the artistic/technical planning process and the craft of theatre production 

Skills and Aptitudes

Essential
Good negotiating and advocacy skills

Exceptional presentation skills both written and oral

Self-motivated and resourceful

Strong organizational and management skills

Ability to demonstrate absolute attention to detail

Exceptional Customer Service skills

Ability to work well as part of a team and under pressure
Desirable

Full clean driving licence
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