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Seaford Town Council






Grade:                   
SCP 13
Work Pattern: 
28 hours per week, across 4 - 5 days per week (to be agreed)
Work Location:    
Offices in central Seaford, with the option for a share of home working as agreed with line manager
Contract:
Temporary maternity cover, expected contract length 15 months but to be confirmed

Document Reviewed:
September 2024
JOB DESCRIPTION

1. Job Purpose
To provide day-to-day management of the Town Council’s events, concessions and street trading, external events and hirers, including communications as required surrounding these.
2. Areas of Responsibility
· Town Council Events (not including Civic)
· Non-Town Council Events
· Concession, Street Trading & Open Space Hire
· Publicity/Marketing/Communications (of above areas)
3. Line Management

3.1 Reports to: Assets & Projects Manager
3.2 Direct line reports: There is currently no line management responsibility with this post, but this is being reviewed, the outcome of which may be a line report.
4. Duties & Responsibilities
4.1 Responsibility for the planning, preparation and delivery of Town Council events. Covering, but not limited to, responsibility for health & safety factors, risk management, equipment arrangements, publicity and handling queries, community and commercial engagement, supervision of volunteers/third parties, contractor liaison, administration and record-keeping, sourcing external funding and other tasks for each individual event.
4.2 Coordinating a debrief after Town Council events, assessing and identifying any enhancements that can be introduced for future events.
4.3 Responsible for facilitating non-Town Council events and open space hire on Town Council land, working with hirers to ensure that necessary risk assessments and documentation requirements are satisfactorily met. 
4.4 Responsible for processing street trading requests and working with traders to manage the subsequent delivery of activities under a street trading licence. 
4.5 Managing the lifecycle of the Town Council’s concessions including identifying and advertising opportunities, contract negotiations and awarding, and working in partnership with concessionaires during the licence period.
4.6 Contract management of the Filming Contract Service (an outsourced service)
4.7 Ensuring engaging publicity, marketing and communications for activities undertaken. Handling enquiries, concerns or complaints made in relation to these activities.
4.8 Developing and maintaining excellent partnership working with stakeholders and the community.
4.9 Working collaboratively with the finance and governance teams to review or ensure compliance with procedures to underpin the delivery of areas within remit.
4.10 Ensuring adequate records and document control for all areas within remit.
4.11 Writing and presenting reports to Full Council/committee meetings, as required, requiring ad hoc attendance at evening meetings.
4.12 Assisting with cover in the absence of the Assets & Projects Manager.
4.13 Availability for on-call event responsibilities is required as part of this role.
4.14 To undertake any other duties as required by the line manager consistent with the level and scope of the post.
PERSON SPECIFICATION

As a Town Council Officer:

We are looking for a team player, who performs their duties in an honest, open and professional manner. 

The officers of Seaford Town Council are passionate about its future and strive for high deliverance in customer service, whilst always observing confidentiality, sensitivity and due process.

To enhance this, an attitude of flexibility in respect of being a reasonably small team is essential to achieve success but also maintain our supportive team environment. 

The specifics for this role:
In addition to the above, which we seek from all of our team members and underpins our success, the specific requirements relating to this role are set out in more detail below:
	QUALIFICATIONS / CERTIFICATES
	Essential
	Desirable
	How Assessed *

	1
	Minimum GCSE English and Mathematics or working towards 
	Y
	
	A, E

	2
	Clean Full UK Drivers Licence
	
	Y
	A, E

	3
	NEBOSH or IOSH – Risk Assessment Certification
	
	Y
	A, E

	4
	Project Management Certification
	
	Y
	A, E

	5
	Emergency First Aider Certification
	
	Y
	A, E

	EXPERIENCE

	6
	Minimum of 3 - 5 years in event management
	Y
	
	A, I

	7
	Project and event management experience, including budgeting, scheduling and risk management 
	Y
	
	A, I

	8
	Proficient computer user, including with Microsoft Office and tools for project management and tracking
	Y
	
	A, I

	9
	Experience of collaborative, partnership working with internal and external stakeholders 
	Y
	
	A, I

	10
	Demonstrable record of success in new business development / sales roles
	
	Y
	A, I

	SKILLS

	11
	Strong organisation and prioritisation skills within a varied role 
	Y
	
	A, I

	12
	Excellent written and verbal communication skills, with thorough attention to detail, and a high level of understanding confidentiality 
	Y
	
	A, I

	13
	Ability to prepare high level reports to facilitate informed decision-making by others 
	Y
	
	A, I

	14
	Problem-solving skills to identify issues and propose solutions
	Y
	
	A, I

	15
	Delegation and support of others to achieve specific targets within a given timeline 
	Y
	
	A, I

	16
	Conflict management of external stakeholders and the public
	Y
	
	A, I

	17
	Ability to handle queries and complaints in relation to areas of responsibility in a fair, objective and tactful manner 
	Y
	
	A, I

	KNOWLEDGE

	18
	Knowledge of negotiating with all stakeholders, including contractors and the public
	Y
	
	A, I

	19
	 Local knowledge of the Seaford area  
	
	Y
	A, I

	OTHER

	20
	With sufficient notice, a willingness to work flexible hours, including ad hoc evenings and weekends, as required, to meet project deadlines and / or attend Town Council meetings or events 
	Y
	
	A, I

	21
	A high level of commitment to and pride in your work 
	Y
	
	A, I




* A = application form, I = interview, E = evidence of (e.g. certificate)

HEALTH & SAFETY FUNCTIONS
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which you may be exposed in relation to the post you are applying for. 

This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.

	Function
	Applicable to role 

	Using display screen equipment 
	Yes 

	Lone working
	Yes 

	Moving & handling operations
	Yes 

	Working outside of ‘core hours’
	Yes

	Working with children/vulnerable adults
	No

	Working at height
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and /or vibration
	No


Admin Assistant 
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Events & Facilities Officer – Maternity Cover


Job Description & Person Specification – September 2024








‘Seaford Town Council is small enough to see you, 

but big enough to realise your career goals!’

