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Person Specification


	DEPARTMENT:
	Community Engagement and Development

	LOCATION:
	Littlehampton, Manor House

	JOB TITLE:
	Community and Events Assistant

	GRADE:
	NJC Scale 2 to 3 Spinal Column Point 4 to 6

	RESPONSIBLE TO:
	Event Manager 

	ACCOUNTABLE TO:
	Event Manager and Community Engagement Manager



MAIN PURPOSE OF THE ROLE:

To provide high quality administrative, operational and on the ground support across the Council’s community engagement and events functions. 
This includes facilitating the planning, delivery and evaluation of community events, supporting community groups and forums, helping manage digital communications, and contributing to the effective delivery of the Community Engagement, Events and Town Centre Strategies.

The role supports the team to strengthen the Council’s connection with local residents, partners, and community organisations by helping to coordinate engagement activities, ensuring accurate communications, and supporting the smooth delivery of projects and initiatives that enrich community life.
______________________________________________________________________

Key Tasks

Community Engagement Support

1.	Contribute to liaison between the Town Council, residents, community groups and partner organisations, helping schedule and support meetings, forums and engagement activities.
2.	Support community research, profiling and data gathering to help identify local needs, trends and opportunities.
3.	Help coordinate and promote community initiatives, activities and services that encourage participation, inclusion and collaboration.
4.	Support the administration of community forums (e.g., Sports Forum, Events Forum), preparing agendas, notes, and follow up actions.
5.	Support the monitoring and evaluation of community engagement initiatives, helping gather feedback and prepare information for reports.
6.	Provide administrative support for the Council’s community funding programmes, including processing applications, recording outcomes, and supporting monitoring requirements.

Event Support

7.	Support the planning, coordination and delivery of the Town Council’s events programme in line with the Events Strategy and Town Centre Strategy.
8.	Help undertake all aspects of event logistics, including set up, stewarding, liaising with contractors, supporting volunteers, and helping to ensure safe and efficient delivery of events. This will involve occasional evening and weekend work.
9.	Help with event health and safety documentation, risk assessments, and compliance requirements under the direction of the Events Manager.
10.	Help gather feedback, statistics and outcomes to support the evaluation and continuous improvement of events.

Communications and Promotion

11.	Help produce and schedule content for the Council’s websites, newsletters, and social media channels, ensuring information is accurate, engaging and consistent.
12.	Develop promotional materials for events and community activities, working with internal colleagues and external partners.
13.	Support press and media activities, including drafting basic press notices and coordinating information.

Administration and General Duties
14.	Undertake day-to-day administrative tasks including telephone answering, email correspondence, maintaining databases, and undertaking surveys. 
15.	Provide administrative support for projects as required
16.	Help with researching local funding or sponsorship opportunities that support community or events activities.
17.	Maintain accurate records, databases, meeting notes, financial logs, and audit ready documentation for both community engagement and events work.
18.	Support the coordination of volunteers across various projects and events, including maintaining volunteer records and communication.
19.	Under the guidance of senior officers raise purchase orders, process quotations and update budget records.
20.	 To undertake relevant training and development opportunities.
21.	To comply with the Town Council’s policies at all times, including Health and Safety, Equal Opportunities, Data Protection and Safeguarding.
22.	Apply consistently the principles of Equal Opportunities and promote the council’s 	values and behaviours in all aspects of work.
23.	Undertake any other duties commensurate with the grade and nature of the role.


This job description sets out the duties of the post at the time when it was drawn up.  Such duties 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 of themselves justify a reconsideration of the grading of the post.
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Post Title: Community and Events Assistant
Location: Littlehampton
Grade: NJC Scale NJC Scale 2 to 3 Spinal Column Point 4 to 6

Skills and Abilities

Essential Criteria
· Able to communicate clearly using simple, appropriate language and to listen effectively to others.
· Works cooperatively as part of a team and supports colleagues when required.
· Organises their own workload effectively and completes tasks on time.
· Identifies straightforward issues and seeks guidance when needed to ensure appropriate action is taken.
· Can demonstrate procedures to colleagues when needed.
· Uses basic ICT systems accurately, including email, databases and standard MS Office applications.


Desirable Criteria
· Adapts their communication style to suit different situations 
· Identifies and resolves routine problems using established procedures, seeking guidance when necessary.

Education and Qualifications

Essential Criteria
· Basic literacy and numeracy Level 1.

Desirable Criteria
· Level 2 or equivalent experience

Knowledge

Essential Criteria
· Demonstrates basic knowledge of role procedures and shows a willingness to learn and develop.
· Demonstrates an understanding of health and safety requirements


Desirable Criteria

· Knowledge of the services provided by Littlehampton Town Council
· Knowledge of Littlehampton


Experience

Essential Criteria
· Working in a customer-facing or support role


Professional behaviours and values

Essential Criteria
· Provides polite, accurate and helpful customer service.
· Demonstrates reliability, respect and a positive approach to work.
· Adheres to equalities, diversity and inclusion principles

Other
· Ability to work evenings and weekends
· Ability to undertake manual handling tasks as appropriate for the role
· Ability to fulfil the travel requirements of the role
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