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CHEPSTOW TOWN COUNCIL

JOB DESCRIPTION AND EMPLOYEE SPECIFICATION

	Job Title
	Events and Volunteer Manager
	Salary
	Spinal Column Point 13
£12,171.49 PTE (£30,023 FTE) 

	Reporting To
	Town Clerk
	Hours
	Part-time 15 hours.

A flexible approach is needed as  evening and weekend work will be required.
You are not normally required to work more that 5 days in a week.

	
	
	Working Pattern
	Flexible over 5 days


	About the Role

	The Drill Hall is a community facility in Chepstow that provides a venue for films, live streamed events, theatre, amateur dramatics, music, children’s activities, community organisation meeting space, community education in the arts and many other activities. 
There is potential to develop the facility to provide a venue for more activities and events that meet the needs and demands of residents as identified through a recent consultation with the residents of Chepstow.  This role will be integral in ensuring the Drill Hall realises its vision, mission and aims to become a cultural and community facility, which is a financially and sustainable organisation, with increased activities. 
The Drill Hall is a vibrant community and arts venue in the heart of Chepstow, managed by Chepstow Town Council.  It hosts a diverse range of activities from amateur and professional theatre performances to markets, craft fairs, wedding receptions and community events.  We are seeking an experienced and hands-on Events and Volunteer Manager to both develop and operate this valued community resource.
The role is based at the Drill Hall/Town Council offices.



	About you

	Working alongside the Venue Manager you will help ensure the smooth running of events and activities at the Drill Hall.  Chepstow Town Council is looking for an enthusiastic advocate of culture and creativity to fill the role with excellent communication skills and an ability to work alone as well as part of a team.  This is a practical customer facing role with experience in booking systems and managing volunteers is essential as well as a knowledge of developing events.  
Attention to detail and ability to juggle different priorities and deadlines to achieve the aims and ambitions of the Drill Hall is also essential.
Chepstow Town Council is committed to being an inclusive employer and workplace, recruiting a workforce that is as diverse as the communities we serve.  However you identify, and whatever background you bring with you, we welcome you to apply for a role with Chepstow Town Council.

Membership of the Local Government Pension Scheme, based on a Career Average Revalued Earnings (CARE) basis.
Holidays - 23 working days, increasing to 25 working days after five years continuous service, plus all normal bank and public holidays and 2 extra statutory days agreed locally.
You will only be expected to work more than 5 days per week in exceptional circumstances or to cover the Venue Managers Annual leave.
You will be required to meet with the Venue Manager and Town Clerk monthly, with weekly follow ups if necessary, to agree the working pattern for the following month. 
The successful applicant will need to:

· Have a commitment to community run services and;

· Consent to an Enhanced Disclosure & Barring Service Check


	Key Responsibilities
Manage Volunteers

· Recruit and train volunteers to support events including, but not limited to, Health & Safety procedures, card payment terminals, running the bar, technical set up and using the volunteering App. 
· Provide all volunteering opportunities on the App and by email.
· Act as the primary point of contact for the volunteers, co-ordinating monthly schedules to ensure full operational coverage for all planned events.

· Foster and maintain strong relationships with the volunteers, managing their participation to guarantee consistent support
Booking Management 

· Manage the booking system and be the first point of contact for every hire, update the online booking schedule software and ensure all bookings forms / hire agreements are completed.  
Bar & Event Management

· Manage bar operations, including a review of stock required for each individual event, stock control and sales.  

· To ensure card payment terminals and bar-price posters are up to date and reflect available stock.

· To ensure fridge / cupboards are fully stocked at all times to assist the volunteers 
· Set up the bar for Chepstow Town Council events and put away after the event.

Strategic Development of the Drill Hall Programme
· Foster activities to be provided by others

· Work with the Town Council to implement Chepstow Town Council events and the business plan 
· Develop new partnerships and strengthen existing community relationships
· Build and maintain relationships with local organisations.
Health and Safety
· To take care of your own health and safety and ensure, through training and guidance,
             that employees and volunteers are aware of their responsibilities in relation to the roles they 

             perform.
· To ensure that the Drill Hall provides a safe environment for children and vulnerable adults.
Equality and Diversity
· To support the Town Council in ensuring that the provisions of the Equality Act 2010    

             are reflected in all aspects of its work.

· To work with the Town Council to ensure that the requirements of the Welsh Language 

             Act are reflected in all aspects of service delivery and that the standards required by 

             the Welsh Language Commissioner are fully implemented as appropriate.

Personal Development
· To develop professionally by keeping up to date your knowledge, skills and networks.

· To attend training courses, conferences and seminars as required. 

Other
· To cover the position of Venue Manager during periods of absence to include (but not limited to) weekly health and safety checks, venue set up and event delivery.
· To undertake any such duty commensurate with the post.
EMPLOYEE SPECIFICATION
Essential
· Ability to work flexibly, including evenings and weekends

· Hands-on approach with willingness to be involved in all aspects of operations

· Understanding of health and safety requirements

· Excellent communication and interpersonal skills

· Strong organisational and time management skills

· Physical capability to assist with venue setup
Desirable
· Experience in community engagement and partnership development

· Knowledge of the arts and cultural sector

· Experience with grant applications and fundraising

· Marketing and promotional skills

Benefits
· 23 days annual leave pro rata plus bank holidays

· Local Government Pension Scheme

· Training and development opportunities
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