Events Organiser: Person Specification
	
	Essential
	Desirable

	Education
	
	

	Youth and Community Work or relevant experience
	
	*

	
	
	

	Experience
	
	

	Experience of working with young people in formal and informal settings
	*
	

	Experience of managing youth volunteers in participation processes
	*
	

	Planning and Implementing events alongside the staff team and volunteers
	*
	

	Working in the Voluntary, Community and or Charity Sector
	*
	

	Building partnerships with organisations in the private, public and third sector
	
	*

	Effective Oral and Written skills
	*


	

	Writing reports
	*


	

	Organisational and Planning skills
	*


	

	Ability to work as part of a team
	*


	

	IT including Microsoft Word and Excel
	*


	


Job Description

A person responsible for the production of events from conception through to completion. 

Duties can include:

· Organising 2 events per academic term and summer programme activities(these can range from football tournaments to anti-racism youth conferences)
· Attending and co-ordinating events

· Managing contents for all event material including
       Event invitations (on/offline)
       Event website updates
       Leaflets/Collateral etc

· Work with staff and Volunteers to deliver events

· Key contact for event team 

· Acting as on-site Event Manager

Specific Skills/Experience required

· Excellent organisation skills 

· Meticulous attention to detail 

· Enthusiastic approach 

· Strong client relationship skills 

· Excellent communication skills, written and verbal 

· Enjoys working within a lively team

· Enjoys travelling
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