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Job Description 
Job Title:

Events Coordinator
Department:

Stowe Enterprises
Accountable to:
Venue Manager, Stowe Enterprises
Responsible for:
No direct reports
Purpose of the job:

To maximise use of Stowe’s facilities and generate revenue by assisting in the promotion of Stowe as a commercial venue.

Context:

Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 820 pupils. There are around 500 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens 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.

Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Values and Behaviours:

The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below. In particular we aspire to the following standards of behaviour for the Stowe community:
The Stowe Community is committed to working together to achieve Stowe’s aims and objectives. It is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations.  We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance. 

Key Responsibilities and Accountabilities:

· To secure bookings, understand client demands and tailoring delivery to optimise conversion rates.
· To support the development of marketing material to maintain and grow the business.

· Liaison with clients to help them prepare for their event at Stowe.
· Deliver events at Stowe that meet or exceed clients expectations
· To assist the Venue Manager in meeting the targets for business generation as set out in the SEL Strategic Plan.

· To maintain enquiry and marketing database systems as well as associated administration aspects of the role
· To attend professional shows to promote Stowe as a venue.
Key Tasks:

1 To support/deliver the running of all events as and when required.

2 To attend show rounds, to promote the venue to potential clients as and when required.
3 To follow up enquiries for in order to convert into a sale.

4 To maintain a high level of customer service throughout the planning and execution of the event in a calm and professional manner, with the ability to trouble shoot as required.

5 To produce quotations for events, upselling where there is potential.
6 To prepare contracts and budget sheets for sign off by relevant Directors.

7 To attend meetings with the service providers as and when required.
8 To produce function sheets and welcome packs for internal distribution

9 To raise invoices for the production by the Accounts Department
10 To perform general administrative duties required of the department. 

11 To liaise with suppliers for events to ensure delivery/collection of goods.

12 To meet with suppliers on the day of events to ensure correct delivery/supply.

13 To set up events to the requirements of the client. 

14 To liaise with other departments to ensure any cover for events.

15 To set up and stock the bar, including floats etc. when required for events.  Carry out stock take of bar and cashing up of till at end of the function.

16 To undertake day to day duties with regards to the running events on site and ensuring the logistical planning of use of the school’s facilities required.

17 To assist the Venue Manager, Stowe Enterprises in attending exhibitions and fairs.

18 To support/produce publicity material for events, using website and social media as appropriate.
19 To maintain client databases for future marketing opportunities.

20 To ensure adherence to statutory Health and Safety and Data Protection legislation and Safeguarding of Pupils at all times. 

21 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. 
22 To update and circulate SEL events schedules regularly within the School.
23 To carry out the administration of the Stowe Estates Golf Club memberships.
24 To assist/deliver Stowe’s School Events including sports, Stowe Leavers’ Ball, Stowe Putter and Stowe’s annual Fairs including design and production of printed publicity, advertising, signage, booking of exhibitors, researching new exhibitors, formulating floor plans.
25 To organise guest accommodation when required.

26 To undertake general day to day office administration duties together with any other ad-hoc duties as defined by the Venue Manager, Stowe Enterprises.

Hours of Work:

Hours of work are flexible to the demands of the business.  It is recognised that during high activity time, which are currently delivered in School non-term time, the role holder, alongside the team, may need to work more than their weekly contracted hours.  All additional hours worked will be taken as time off in lieu unless pre-arranged with the Line Manager.  Some weekend, early mornings/late evenings working will also be required on a rota basis, depending on business demands. Holidays will need to take account of the needs of the business, particularly during the busy summer periods. 

The office, on a rota basis, will need to be manned from 08:00 until 17:00.

Standard working hours will be

Full time role - 5 days per week, 37.5 hour Monday to Friday (providing cover for events outside of these hours is on a time off in lieu). 

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.

Date agreed:  September 2019
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


	· Qualification in Event Management

	Specialist Skills & Experience
	· Office IT skills  + Event Systems
· Literate and numerate 

· Able to sell exhibition and event space.
· Customer service skills and able to deal with customer complaints


	· Event Systems
· Previous Events Experience


	Personal Qualities
	· Able to multi-task

· Good communication skills

· Able to work under pressure

· Well organised

· Good time management

· A willingness to work unsocial hours

· Well presented
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