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	Department:
	Adults and Communities

	Job Title:
	Events Assistant 

	Grade:
	6

	Post Number:
	

	Service/Section:
	Heritage / Communities and Wellbeing

	Base/Location:
	Bosworth Battlefield

	Responsible To:
	Heritage Support Officer 

	Responsible For:
	

	Key Relationships/

Liaison with:
	Heritage and museum team colleagues, C&W teams, internal and external stakeholders and customers and clients, third party suppliers, general public

	

	Job Purpose

	To assist in the delivery and promotion of events and activities for the heritage and museum sites of Bosworth Battlefield, 1620s House, Charnwood, Harborough and Melton Museums, to drive footfall, income and to develop new audiences.

	

	Main Duties and Responsibilities

	1.
	To support the delivery and promotion a wide range of events and activities, which grow audiences, increase footfall and increase visitor participation and income across the portfolio of Heritage and museum sites. This will include providing on-site assistance at events and activities as directed by the Heritage Support Officer.  

	2.
	To support colleagues across the heritage and museums team, volunteers and partners in the planning and delivery of the annual events and activities programme.

	3.
	Under the guidance of the Heritage Support Officer & Events Officer, to assist with the effective promotion and delivery of events and activities at all sites, using all available communication channels, including social media.

	4.
	To promote and deliver excellent customer care throughout all activities and events.

	5.
	To help identify and research new events opportunities, being mindful of financial and resource implications of each opportunity.

	6.
	To assist in the collection, collation and sharing of visitor feedback.

	7.
	To assist in the delivery of the annual Bosworth re-enactment event, including the run up to the event and at the weekend itself, helping to ensure a high level of customer satisfaction.

	8.
	To support the Events officer to ensure all events comply with council, statutory and legal requirements, helping with the completion of risk assessments, other health and safety processes, insurance and liabilities.

	9.
	Responsible for protecting and managing information securely, and reporting breaches or suspected information security breaches, in line with Council policies.

	10.
	To promote and implement the Council’s equal opportunities policies in all aspects of employment and service delivery and to ensure that all volunteer placements conform to best practice standards for volunteering.

	

	Special Factors

	The nature of the work will involve the jobholder carrying out work outside of normal working hours to cover a 7 day operation. 

	

	This job description sets out the duties and responsibilities of the job at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.

	

	Leicestershire County Council is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 to accommodate a suitable disabled candidate.

	

	Date Prepared/Revised: September 2019



	Department:
	Adults and Communities

	Job Title:
	Events Assistant 

	Grade:
	6

	Post Number:
	

	Service/Section:
	Heritage / Communities & Wellbeing

	

	
	Essential
	Desirable
	How assessed

	Qualifications
NVQ 2 qualification or equivalent in relevant subject area, or demonstrable experience as detailed below 
	(
	
	Doc/Int

	Experience
Planning and delivering events and activities 

Customer service

Working in a heritage/visitor attraction setting

Working with a range of staff and stakeholders 
	(
(

	(
(

	App/Int

App/Int

App/Int

App/Int



	Knowledge

Health and Safety/Risk assessments 

Event Management plans

Different Social Media platforms

Events planning in Visitor/Heritage attractions
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App/Int
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	Skills and Competencies 
Manages own time effectively

Ability to work on own initiative (within agreed boundaries) and as part of a team

Good communication skills, both verbal and written, including the ability to resolve conflict 
Ability to make decisions within agreed boundaries

Good IT skills, including the ability to use databases and use Microsoft packages

Ability to interpret instructions to ensure the delivery of plans and policies 

Maintains customer service standards

at all times and responds to customer needs
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App/Int

App/Int
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	Other Requirements

An understanding of, and commitment to Equal Opportunities, and the ability to apply this to all situations.


	(
	
	App/Int

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the Equality Act 2010
	(
	
	Med

	Must be willing to work weekends, Bank Holidays and evenings as required.
	(
	
	Int 

	

	Key:

App = Application Form

Test = Test

Int = Interview
	Pre = Presentation

Med = Medical Questionnaire

Dc = Documentary Evidence (E.g., Certificates) 

	

	Date Prepared/Revised: September 2019
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