 
Events Coordinator (Islington Assembly Hall) 
· Grade: 	SC6 
· Reports to: 	Assistant Venue Manager, Marketing (Mat Cover) 
· Direct reports: N/A 
· Your team: 	Islington Assembly Hall 
· Service area: New Homes and Corporate Landlord Service 
· Directorate: 	Community Wealth Building   
 
Job description
 

 
 
Special requirements of the post  
Workstyle: Frontline (Full presence, working in the borough full time) 
 

This post requires a DBS check at the appropriate level (Standard) 

This post is subject to the council’s declaration of interest procedure 

 
Our mission 
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 
 
Overview of the role 
The Event Coordinator plays a pivotal role in supporting a busy and diverse events programme, with a focus on coordinating the wide range of events taking place in the venue, acting as a first point of contact for new event enquiries, and planning events efficiently and effectively through every stage of the coordination process, including post-event follow-up.  
The role involves advancing events, undertaking duty management responsibilities, and contributing proactively to the smooth running of a fast-paced venue where no two days are the same. Exceptional communication skills, attention to detail, and a commitment to outstanding customer service are essential. This is an exciting opportunity to join a dynamic team, and we welcome proactive, organised professionals who thrive in a lively events environment. 
 
Key responsibilities 
Please list each key responsibility of the role: 
· To coordinate the wide range of events taking place in the venue and to be a first point of contact for new event enquiries and to plan events efficiently and effectively through all stages of the coordination, following up with post-event activities. Support this events coordination with relevant administrative duties plus coordinating the box office and marketing work for all events in the venue, including content creation in line with brand guidelines for social and other internal and external communications 
· The post holder will be required to work some late nights, weekends and early mornings. The post holder will be expected to Duty Manage a minimum of 40 events per annum 
· To coordinate the wide range of events in Islington Assembly Hall and its break-out areas, including live events, wedding receptions, council events, private and corporate functions, sales and fairs in a timely and professional way, from the initial enquiry through to the event itself. This includes following venue procedures to provide a professional event management approach, ensuring clients’ expectations are managed and requirements are met by: proactively following up on enquiries; chasing for confirmations and signed agreements; ensuring a high level of attention to detail in keeping booking systems and colleagues up to date at all times; and communicating about the event to increase attendance 
· To be responsible for checking that requirements are met for particular events, including liaising with suppliers as required and working closely with the Events and Operations Assistant to ensure that the hall is set up correctly for those events and that equipment and refreshments being provided by the venue are made available as agreed 
· To have a good understanding of layouts and equipment, capacities, logistical issues of holding the wide range of events in the venue, and advise clients (and colleagues, where necessary) accordingly, seeking external advice or escalating queries where necessary 
· Proactively respond to event hire enquiries in a professional and enthusiastic way, promoting the features and benefits of the venue to potential customers in order to generate business and under the instruction of the Venue Business Manager, negotiating on rates in order to maximise profits. This includes: showing potential clients around the venue; forging positive working relationships; carrying out post-event evaluation; and following venue procedures and customer care standards at all times 
· To take responsibility for the safe, effective and timely management of large complex events such as live music concerts, wedding receptions and council events when acting as assistant or duty manager. This includes: carrying out the relevant briefings, checklists and reports; being the first point of contact for all staff on site during the event; responding to and dealing promptly with incidents; working with the hirer and/or other stakeholders to ensure events run on time; ensuring relevant licensing laws are adhered to; being responsible for evacuation procedures in the event of an emergency; liaising with suppliers and other staff to ensure high standards of work and professionalism at all times; and when acting as duty manager, ensuring the shutting down of the venue and equipment within it is carried out effectively 
· To deliver marketing & communication campaigns internally and externally within a marketing budget, creating assets and reporting on the effectiveness of the marketing campaigns and driving our social presence forward in creative and researched ways. To create content, oversee and monitor the venue social media channels and support with the maintenance of the website 
· To work closely with the Assistant Venue Manager - Marketing and take on some responsibilities in the post holders’ absence, including the coordination of events 
· To carry out the duties of the Ticketing and Marketing Assistant in the post holder’s absence, including weekly box office handovers, sales figures, ticket allocations updates and new event confirmations 
· To carry out the duties of the Venue Administrator in the post holder’s absence, including raising and approving invoices while following the necessary processes, making purchases on purchase card, being the first point of contact for general enquiries, ensuring display materials are up to date and well presented 
· To support the others in the team, where necessary, including setting up the hall for events, taking payments, taking deliveries, counting cash, and venue admin 
· Any additional duties consistent with the grade and level of responsibility of this position, for which the holder possesses the required experience and/or training 
 
Additional  
 
To use and assist others in the use of information technology systems to carry out duties in the most efficient and effective manner.  
 
To achieve agreed service outcomes and outputs, and personal appraisal targets, as agreed by the line manager.  
 
To undertake training and constructively take part in meetings, supervision, seminars and other events designed to improve communication and assist with the effective development of the post and post holder.  
 
Compliance 
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary. 

Person specification 
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position. 
Essential and desirable criteria 
Essential: the basic requirements that must be met for someone to be considered for a particular job. These criteria are mandatory and cannot be negotiated. Essential criteria directly impact the core qualifications or skills necessary to perform the job effectively. 
Desirable: the additional qualities, skills, or qualifications that would be advantageous for a candidate to possess but are not mandatory. Not meeting them does not automatically disqualify someone from consideration for the job. This also allows candidates who do not possess certain desirable criteria the opportunity to explain how their other knowledge, experience and skills relate to these and what they may be in the process of doing or willing to do to achieve these. 
Experience  
 
	Essential criteria 
	Criteria description 
	Essential 

	1 
	Experience in a similar role. 
	Essential 

	2 
	Experience of event duty management and advancing. 
	Essential 

	3 
	Experience of providing exceptional customer care. 
	Essential 


 
     
Skills 
 
	Essential criteria 
	Criteria description 
	Essential 

	4 
	Excellent inter-personal skills with the ability to form productive, professional working relationships with a diverse range of individuals and groups. 
	Essential 

	5 
	Excellent communications skills, both oral and in writing, to be used in correspondence with customers and clients, for example. Ability to pass a literacy test covering spelling and grammar. 
	Essential 

	6 
	Ability to make sound and timely decisions and find solutions to problems, always using initiative and good judgement. 
	Essential 

	7 
	Ability to work to the highest standards, juggling competing priorities and demonstrating resilience to pressure and always retaining due professionalism. 
	Essential 

	8 
	Excellent organisational and project management skills and a high level of attention to detail. 
	Essential 

	9 
	Ability to supervise temporary and casual workers supplied by an external contractor. 
	Essential 

	10 Ability to use a range of applications including Word, Excel, Outlook and Internet Explorer. 
	Essential 

	11 Available to work weekends, early mornings, late nights up to 3am (to be recompensed by taking time off in lieu). 
	Essential 


 
Our accreditations 
 
[image: ]
Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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