[image: ccbccorrcol]
	JOB DESCRIPTION

	Post Title:
	Events Crew
	Service / Section: 
	Economy & Culture – Venues Management

	Version Date:
	08.04.24
	Grade:
	G01

	Location:
	Venue Cymru/Theatr Colwyn
	Job Evaluation Number: 
	SL2028

	Responsible to:
	Events Team Leader
	Responsible For: (Staff)
	N/A

	Job Purpose:

	Under direction, to assist with the day to day preparation and operation of the sections programme of theatrical productions, conferences and events.


	Duties and Responsibilities - Job Specific

	1.
	 Under the direction of the Events Team Leader to set rooms/facilities for meetings and event, moving equipment and assisting event organisers as needed.

	2.
	To assist in the ongoing in-house maintenance of facilities and equipment

	3.
	To assist in the cleaning of facilities as required by the needs of the programme.

	4.
	To ensure the secure storage of supplies and equipment

	5.
	To assist in the receipt and storage of deliveries.

	6.
	Operation of scissor lift and prepared to work at height.

	7.
	Under the direction of the Assistant Technical Manager (Stage & Events), assist full time crew with the getting in and fit up of theatre productions.

	8.
	Dealing with clients, patrons and touring production companies to greet, provide directions and information on events within the sections facilities.

	9.
	To assist with flying during get-in, show call and get-out.

	10.
	Under the direction of the Assistant Technical Manager (Lighting), assist with rigging lighting and Audio Visual Equipment

	11.
	Under the direction of the Assistant Technical Manager (Sound), assist with rigging of sound systems.

	12.
	To open and lock up the buildings as required on a rota basis.

	Duties and Responsibilities – Corporate

	1.
	To be responsible for establishing good working relationships both internally and externally and providing excellent customer service.

	2.
	Compliance with the Authority’s Policies and Procedures and to make known to Senior Officers any areas which are not adequately covered.

	3.
	To participate actively in supporting the Authority’s principles and practices of equality of opportunity as laid down within the Equality, Diversity and Inclusion Policy.

	4.
	To be responsible for the application of Health & Safety practices and risk assessments within the daily operations, sharing a common responsibility for Health & Safety across the department, directorate and Authority as a whole.

	5.
	Employees will be required to give certain information relating to themselves in order that the Authority may properly carry out its duties, rights and obligations as an employer. The Authority will process and control such data principally for personnel, administrative and payroll purposes.

	6.
	As a term of your employment and in order to maintain effective departmental operations, you may be required to undertake any other reasonable task, commensurate with your grade, as determined by your Line Manager or Head of Service.

	7.
	Conwy is committed to safeguarding children and vulnerable groups. All Council employees are expected to be aware of the Corporate Safeguarding Policy and their responsibility to report any concerns in the appropriate manner and timescales.





	PERSON SPECIFICATION

	Please Note: In order to be shortlisted for this post you must demonstrate that you meet all the criteria ranked as E - Essential unless it states in the “How Identified” column that it will only be tested at Interview, via a Test or Presentation. Please ensure you tell us in your application how you also meet any Desirable criteria.

	Requirements
	How Identified
	Essential 

	Desirable

	Qualifications and Experience

	A good standard of education.
	Application Form 
Interview , Verification
	E
	

	Job Related Knowledge and Skills

	Previous experience of work or duties of a similar nature.
	Application form
Interview
	
	D

	Skills in general maintenance work and D.I.Y
	Interview
	
	D

	Must have or willing to train for IPAF MEWP 3a qualification
	Application form
Interview, verification
	E
	

	To be able to take care of any tools that are required to be used for the post
	Application Form, Interview
	E
	

	To be able to understand instruction regarding industry terminology
	Application form
Interview
	E
	

	Must have the personal skills to provide helpful and professional support to visiting companies, clients and other users.
	Application form
Interview
	E
	

	Prepared to learn new skills and attend relevant training
	Application Form
	E
	

	The ability to communicate in English is essential.
	Application form
Interview
	E
	

	The ability to communicate in Welsh at level 1 for speaking is desirable. Please click here for level guidance. 
	Application form
Interview

	
	D

	Personal Qualities

	Ability to work in a demanding environment.
	Application form
Interview
	E
	

	The ability to carry out instructions and practical duties as directed
	Interview
	E
	

	Ability to work on own initiative and as part of the team.
	Application form
Interview
	E
	

	A commitment to the high level of service required to ensure the effective staging of productions and events.
	Interview
	E
	

	The ability to work completely unsupervised, be self-motivated and conscientious
	Application form
Interview
References
	E
	

	An adaptable approach to the scope of the work involved.
	Interview
	E
	

	Other Requirements

	A commitment to work outside normal working hours.
	Application form
Interview

	E
	

	Applicants must be in good health and have physical fitness appropriate to undertake the range of duties as described within the job description.
	Application form
Interview

	E
	

	To be able to lift heavy loads and work at height given appropriate training
	Application form
Interview

	E
	



Review Date/Right to Vary
This Job Description and Person Specification is not intended to be an exhaustive list of duties. The Authority reserves the right, after appropriate consultation with you, to vary your duties and responsibilities within the parameters of your grade and occupational competence in order to respond to changes in the needs of the service but all changes must:
· Be referred back to Job.evaluation@conwy.gov.uk for analysis/audit
· An updated copy placed on to all relevant staff members personal files to ensure version control

 Version Control Date:   ………………………..........................................................
   


[image: employer_w (004)][image: employer_small (004)]
Cyngor Bwrdeistref Sirol Conwy County Borough Council
Job Description and Person Specification V1 2023
Post Tile:
image1.jpeg
CONWY

CYNGOR BWRDEISTREF SIROL
COUNTY BOROUGH COUNCIL




image2.jpeg
383 hyderus o
B ran anabledd

g





image3.png
disabilit
as conﬁde'x":\yt

EMPLOYER





