Job description

	Job title: Conference & Events Co-ordinator  
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	Department: Commercial & Operations 
Service: Sport & Culture 
Grade: E
Post reference number: CONFERENCE AND EVENTS COORDINATOR.16041.

	

	Job purpose
To promote the Theatre Royal & Royal Concert Hall as the venue of choice in Nottingham for meetings, conferences & hospitality and manage these events from initial enquiries through to event completion. 


	

	2. Principal duties and responsibilities

	1. Proactively promote the Theatre Royal & Royal Concert Hall as the venue of choice in Nottingham for meetings, conferences & hospitality and create sales opportunities for future events in doing so
2. Be responsible for the co-ordination of bookings for meeting rooms and foyer spaces, 
for both internal users and external clients including Live at Lunch, Third Stage, Beanbag Music Club, Press Nights, Corporate events, Corporate Hires, FOH bookings etc
3. Research potential clients and identify opportunities for them to use the facilities at the Theatre Royal & Royal Concert Hall. Work closely with Corporate Relations Manager to identify opportunities for current partners within the venues and to increase current and new partner interactions
4. Demonstrate to clients a strong knowledge and understanding of the venues and undertake client tours of the venues where necessary

5. Create event proposals to fit potential client requirements and present these proposals to all relevant parties
6. Maintain and manage working relationships with current and potential clients 

7. Communicate effectively with internal colleagues within Front of House and Catering to ensure that accurate information is supplied to them to ensure the smooth running of the meeting, conference or event
8. Plan multiple events at the same time keeping clients informed at key milestones from conception through to execution
9. Co-ordinate meetings, conference and events on the day, including problem solving, welcoming guests, overseeing event set up, communicating with internal staff and the assisting clients with their requirements
10. Work with the marketing team to create effective promotional opportunities for our meeting rooms and conference facilities and ensure that these are utilised both internally and externally

11. Represent the Theatre Royal & Royal Concert Hall at relevant external meetings and events with organisations such as Experience Nottingham and Nottingham City Council

12. Provide administrative support to the Operations Director or Corporate Relations Manager as required

13. Undertake any other duties or training as discussed with their line manager



	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	


	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder:

	N/A

	

	7. Post holder’s immediate supervisor: TBC 

	Prepared by/author: Jonathan Saville

Date: April 2017

	Job title: Director – Sales, Marketing & Development 


4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 








