




JOB DESCRIPTION

JOB SPECIFICATION 

[bookmark: _Hlk222923323]JOB TITLE:	Events Officer (2-year FTC)

DIRECTORATE:	Service Delivery
	
UNIT:	Street Scene and Policy & Partnerships 

GRADE:	8 

RESPONSIBLE TO:		Assistant Director Street Scene

RESPONSIBLE FOR:		No direct reports

MAIN PURPOSE OF JOB:

To lead on the planning, coordination, and delivery of a wide range of civic, cultural, community, and corporate events on behalf of Hertsmere Borough Council. 

To ensure that Council-led and Council-supported events are delivered to a consistently high standard, reflect the values and priorities of the authority, and are delivered safely, inclusively, and in partnership with local organisations and stakeholders.

To act as the Council’s principal operational lead for events, working closely with internal teams, elected Members, partner organisations, contractors, community groups and other stakeholders including InspireAll, the Council’s leisure services provider. 

MAIN DUTIES:

1. [bookmark: partnership-and-stakeholder-working]Partnership and Stakeholder Working
· Act as the Council’s first point of contact for third-party organisations delivering joint or partnership events with the Council, including but not limited to cultural, leisure, sports, and community partners.
· Build and maintain effective working relationships with InspireAll and other external partners to support the successful planning and delivery of joint events.
· Co-ordinate responsibilities between the Council and partner organisations, ensuring clarity around roles, governance, branding, and delivery standards.
· Represent the Council at planning meetings with partner organisations and provide professional advice on event delivery, compliance, and best practice.
· Identify and secure sponsorship for events, and administer funding secured. 

2. [bookmark: civic-and-mayoral-events]Civic and Mayoral Events
· Assist the Mayoral Support Team to organise and oversee the delivery of Civic and Mayoral events, including ceremonial functions, receptions, commemorations, and formal engagements.
· Work closely with the Mayor, Mayoral Support Team, Members, Democratic Services, Partnerships and external stakeholders to ensure events are delivered in line with protocol, civic standards, and political sensitivity.
· Support with the management of event logistics including venues, invitations, guest lists, accessibility requirements, risk assessments, and supplier coordination.
· In liaison with the Mayoral Support Team and the Partnerships Team, provide on-the-day operational oversight of Civic and Mayoral events.
[bookmark: festive-and-seasonal-events]
3. Festive and Seasonal Events
· Lead on the coordination of Festive Lights and related seasonal events arranged by Hertsmere Borough Council across the borough.
· Work cross-agency with internal services, contractors, town and parish councils, emergency services and external partners to ensure safe and effective event delivery.
· Manage timelines, permissions, health and safety arrangements, and operational planning to ensure smooth execution.

4. [bookmark: council-led-and-regular-events]Council-Led and Regular Events
· Plan, organise, and deliver a programme of regular Hertsmere Borough Council events, ensuring alignment with corporate priorities and community outcomes.
· Develop detailed event plans covering budgets, procurement, risk management, safeguarding, accessibility, sustainability, and evaluation.
· Oversee suppliers and contractors, ensuring value for money and compliance with Council procedures.

5. [bookmark: one-off-and-strategic-events]One-Off and Strategic Events
· In liaison with the Policy & Partnerships Team, lead on the organisation and delivery of one-off or strategic events as required, such as major anniversaries, commemorative events, or gala dinners.
· Manage complex events from concept through to delivery and post-event evaluation.
· Work with senior officers and Members to shape event objectives, tone, and audience.

6. [bookmark: communications-culture-and-commemoration]Communications, Culture, and Commemoration
· Work closely with the Communications team to ensure events are effectively promoted and that the Council appropriately marks national, cultural, and civic occasions.
· Take operational responsibility for ensuring that flags are raised in line with agreed protocols to mark occasions such as Armistice Day, national commemorations, and recognised cultural or awareness months.
· Support the Council’s commitment to equality, diversity, and inclusion by ensuring events and commemorations are delivered sensitively and inclusively.

7. [bookmark: governance-compliance-and-best-practice]Governance, Compliance, and Best Practice
· Ensure all events comply with relevant legislation, Council policies and best practice guidance, including but not limited to health and safety, licensing, safeguarding, and equality duties.
· Prepare and maintain risk assessments, method statements, and event management plans.
· Monitor budgets associated with events and ensure effective financial management.

8. [bookmark: evaluation-and-continuous-improvement]Evaluation and Continuous Improvement
· Undertake post-event evaluations to capture learning and improve future delivery.
· Maintain records of events, suppliers, and partners to support consistency and resilience in event planning.
· Contribute to the development of an events framework or programme to strengthen the Council’s approach to event delivery over time.

9. Other Duties
· Provide professional advice and support to colleagues and Members on event-related matters.
· Attend evening and weekend events as required.
· Establish and maintain appropriate office systems and procedures to support the above duties.
· Undertake any other duties commensurate with the grade and nature of the role.
· To safeguard children, young people and adults at risk and make referrals to the appropriate agency.

NOTE

This list of duties is not exclusive or exhaustive, and the post holder may be requested to perform other duties commensurate with their grade and capabilities. The post holder will be expected to support Council systems in alignment to business needs and departmental requirements.

This list of duties will be reviewed with the post holder on a regular basis. The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.

PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Assessment
Application
Interview
Test
Documentation

	Qualifications & Training
	Educated to A’level or equivalent in English 

Educated to GCSE or equivalent in Mathematics.

Accredited Hospitality and Event Management qualification.   

	E


E


D
	A, D


A, D

	Experience

	Proven experience of planning and delivering events successfully in a professional or public-facing environment.

Experience of working collaboratively in partnership with external and internal stakeholders, services and organisations.

Experience of managing multiple events or projects simultaneously.

Experience of working with Communications or Marketing teams to promote events.

Experience of working within a local authority or public sector organisation.

	E




E




E


E



D

	A, I

	Knowledge
	Understanding of health and safety requirements and risk management in an events context.

Excellent organisational and project management skills with ability to manage complex logistics.

Clear understanding of cost control.

Ability to use a range of office-based systems.

Knowledge of Political and Democratic context in which the Council operates.

Knowledge of civic protocol and ceremonial events.

Knowledge of the local area.

	E



E



E

E


D


D


D
	A, I



A, I



A, I

A, I


A, I


A, I


A, I

	Competences
	Customer Focus
· Takes a customer service approach to service delivery.
· Strives to continuously exceed customer expectations.
· Awareness of and sensitivity to client needs.

Outcome Driven
· Plans and prioritises to meet and organisational deadlines.
· Remains calm and effective under pressure, especially during live events.

Organisational Focus
· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.

Problem Solving & Decision Making
· Takes ownership of problems. 
· Demonstrates initiative and uses good judgment.
· Identifies potential problems, finds solutions and escalates appropriately.

Change & Adaptability
· Takes a positive attitude to change.
· Enables change to happen with minimal impact on service delivery.

	E







E






E






E







E
	A, I







A, I






A, I






A, I







A, I

	Skills & Abilities
	Communication
· Strong written and verbal communication and interpersonal skills, with the ability to work effectively with elected Members, colleagues, senior officers, partners and the public.
· Demonstrates initiative, tact and judgement when under pressure.
· Deals with difficult or upset customers in a sensitive manner.

Team Working
· Builds effective, supportive working relationships.
· Demonstrates a flexible approach to work.
· Contributes positively within a team environment.
· Willing to share skills, experience and knowledge to develop other team members.
· Willing to learn and assist other team members.
· Self-motivates and works with limited day to day supervision.
· Promotes equality, diversity, and inclusion.

Quality of Work
· Produces high quality written work with a good attention to detail.
· Demonstrates accuracy, and a systematic and thorough approach to record keeping, document control and filing.
· Professional, discreet, and trustworthy.

IT/Technical Skills
· Uses all Microsoft Office systems to a good standard.
· Quickly grasps the use of specialised computer packages.

	E












E

















E









E
	A, I












A, I

















A, I









A, I

	Other Requirements
	Driving license and access to a vehicle for work purposes.

Able to carry out site inspections.

Able to visit venues and other locations alone as required.

Able to attend evening and weekend meetings.

Presents a neat and tidy appearance.

	E


E

E


E


E
	A, D


I

I


I


I



COMPLEXITY AND CREATIVITY

[bookmark: _Hlk222212407]Ensuring efficient co-ordination of Council, community and cultural events that the Council supports will require the post holder to have excellent organisational and project management skills as they will be expected to work collaboratively across teams and services and a a wide range of external stakeholders to achieve the Council’s objectives. The post holder will require excellent communication skills and attention to detail when managing differing stakeholder needs and complex logistics. 

The post holder use their strong organisational skills to manage multiple projects simultaneously so the ability to remain calm and effective under pressure is essential. 

JUDGEMENT AND DECISIONS  

This is a highly collaborative role will participate in partnership working, representing the Council in a manner that will reflect positively on the Council in its dealings with external agencies. Much of the work involved in this role will require direct liaison with external partners and elected representatives, as a result the post holder will require political awareness and excellent diplomacy skills and be sensitive to the demands on external organisations. The post holder will be expected to seek sponsorship for events

The post holder will require good time management skills and the necessary judgement to prioritise workloads and manage multiple workstreams concurrently. They must be able to adapt to the service that is being delivered and have the necessary skills and judgement to develop events and initiatives as well as new procedures where appropriate.

The post holder will deal with a very broad range of enquiries both internally and externally to the Council and will therefore require the ability to absorb and interpret information from a range of different services and organisations. The role involves a considerable level of engagement with external partners. 

The role also requires evening work and weekend working outside normal working hours. 


CONTACTS (INTERNAL 30%, EXTERNAL 70%)

Internal: Councillors, Services staff, Other staff members.

External: General Public, Tradesmen, Contractors, Public Utilities, Specialist Suppliers, Stakeholders, Partners and Community Groups.
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