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Job Description 
Job Title:

Events Coordinator

Department:

Stowe Enterprise Limited 

Accountable to:
Event Manager, Stowe Enterprise Limited 

Responsible for:
No direct reports

Purpose of the job:

To maximise use of the Stowe Groups facilities at Stowe House, Swanbourne House and Winchester House and generate revenue by assisting in the promotion of Stowe as a commercial venue. To assist with the running of both commercial events and large -scale School Events such as Leavers Ball and Speech Day when required. 

The Stowe Group 

The Stowe Group comprises Stowe, Swanbourne House and Winchester House Independent Schools, situated on sites in Buckinghamshire and Northamptonshire. Between the three schools, The Stowe Group can offer education for boys and girls from 3-18 years. Within The Group there are more than 1,400 pupils and 600 members of staff. The Schools occupy sites of historical significance in Swanbourne, in the market town of Brackley and in the beautiful landscape gardens at Stowe, where we work with The National Trust to manage the landscape gardens and open the grounds to over 200,000 visitors a year. Stowe House is open to the public during the School holidays and for guided tours during term time. The Stowe Group is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. In 2021, The Stowe Group launched its transformational and substantive Change Makers vision.

 Vision & Ethos 

We are Change Makers 

Our goal is to inspire pupils and staff to be Change Makers who will shape positive futures for themselves, their families and the global community. Our World-class facilities support our educational aims and are shared with the wider community. We strive for excellence and celebrate achievement, valuing education as a journey and not a destination in the belief that all pupils can exceed their potential. Learning is learnable and everyone can improve. Our aim is to encourage personal development by creating a flourishing, vibrant, cohesive, caring and socially inclusive community which embraces pluralism, diversity and intercultural understanding. We celebrate differences by giving everyone a voice and then listening to multiple viewpoints. It is our collective responsibility to develop the cognitive, physical, emotional and spiritual well-being of everyone in our community. We are committed to the development of character with particular emphasis on tolerance, resilience, honesty, humility, courage, compassion, gratitude and service. We strive to attract and retain employees of the highest calibre. The Group’s talented and committed workforce is one of our greatest strengths. We are committed to fostering team engagement, attracting, mentoring, developing and retaining our best teachers and support staff. We focus on employee well-being, provide opportunities for professional growth and create a culture of community and partnership. Environmental stewardship and sustainability are cornerstones of The Stowe Group. Pupils and staff have a heightened awareness of their social and environmental responsibility in preserving our unique eco-system. We have developed and implemented a comprehensive Environmental Stewardship Programme which confronts a variety of challenges, including climate change and environmental sustainability

Stowe Enterprise Limited

Stowe Enterprise Limited is the Commercial arm of the Stowe Group. The team sell, plan and operationally deliver all commercial events within the Stowe Group. The role of Events Coordinator is based within the Events Department of SEL and would mean working across all three Schools, with your main base being Stowe School in Buckinghamshire. The events delivered by the team are extremely varied, from weddings, corporate meetings and away days, residential lettings, sports lettings and photoshoots and filming. The majority of the business is within the School holidays, with the busiest period falling over the Summer, the successful candidate will be required to work evenings and weekends during these periods, the role is largely 9 – 5 outside of the holidays, however flexibility will be expected as and when required. The Department is expanding with additional venues within the group and extended support of large-scale School events now required from the team, this involves complete event planning and the successful candidate will support the Event Manager with this. 

Key Responsibilities and Accountabilities:
· To assist the Events Manager and Events Coordinator in meeting targets by selling all three Venues to potential clients 
· To ensure the smooth delivery of all commercial events within the Stowe Group

· To ensure the highest level of customer service is maintained throughout the entire event process 

· To assist the Events Manager with the planning and running of large-scale School events throughout the year

· To support the Managerial team with Departmental marketing goals

· To ensure all Departmental admin is completed to a high standard and on time

· To carry out the administration of the Stowe’s sporting facilities

Key Tasks:
· To assist the Events Manager and Events Coordinator in meeting targets by selling all three Venues to potential clients, this includes but is not limited to, the following tasks:
· To respond to event enquiries within 24 hours of receipt
· To follow up enquiries for weddings and events and ensure the client has all the   information required and has been offered a viewing of their chosen venue
· To conduct show rounds of Stowe House, Winchester House and Swanbourne House, in order to promote the venue to potential clients as and when required, this will require working some evenings and weekends

· To ensure the smooth delivery of all booked events within the Stowe Group
· To attend meetings with the relevant internal Departments to assess criteria for particular events 
· To set up events to the requirements of the client. 
· To meet with suppliers on the day of events to ensure correct delivery/supply and collection of goods within 24 hours of the event

· To ensure the highest level of customer service is maintained throughout the entire event process 
· To maintain customer services throughout the planning and execution of the event in a calm and professional manner and able to trouble shoot where and when required.
· To assist the Events Manager with the planning and running of large-scale School events throughout the year, this will include but is not limited to: 

· Dealing with School representatives to ensure the vision of the event is captured correctly 
· Liaise with suppliers to gain quotes and bookings accordingly 
· To support the operational running of all events on the day as and when required

· To support the Managerial team with Departmental marketing goals:

· To assist the Venue Manager in delivering venue-based exhibitions as well as any other offsite marketing opportunities
· To organise and write publicity material for weddings as and when required 
· To support the team with social media messaging

· To ensure all Departmental admin is completed to a high standard and on time, this includes but is not limited to the following tasks:
· To produce all paperwork for events such as client contracts, function sheets and welcome packs for internal distribution, liaising with clients and staff to ensure all details are correct
· To liaise with the Accounts Department to ensure all invoices for the event are raised within the correct timeframe and the correct amount
· To maintain client databases for future marketing opportunities
· To book security/catering/bar staff to attend/work the event
· To prepare budget sheets for sign off by the Events Manager and Head of  
· Commercial Events
· To update and circulate SEL events schedules regularly within the School
· To perform any other general administrative duties required of the department
· To ensure adherence to statutory Health and Safety and Data Protection legislation             and Safeguarding of Pupils at all times
· To maintain and monitor records for legislative compliance from outside organisations using the School’s facilities including Risk Assessments, the upkeep of Qualifications and DBS documents

· To carry out the administration of the Stowe’s sporting facilities, this would include:

· To administer golf club memberships – including the production of fixtures lists, updating databases and production of membership packs
· To assist with the organisation of Stowe’s sports academies
Person Specification

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	· Good general level of education

· GCSE or equivalent in maths and English 


	· A degree in Event Management

	Specialist Skills & Experience
	· Experience in delivering a high standard of customer service
	· Previous Event Management experience
· Experience of working with venues or event suppliers
· Experience with delivering social media messaging


	Personal Qualities
	· Excellent communication skills, both written and verbal
· Project & Time management skills
· Enthusiastic, proactive self- starter
· Able to multi-task

· Able to work under pressure

· Well organised

· Good time management

· A willingness to work unsocial hours

· Well presented
	


This job description reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post holder.
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