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Person specification

Job title: Conference & Events Co-ordinator
Department: Commercial & Operations 

Service: Sport & Culture 

Grade: E

Post reference number: CONFERENCE AND EVENTS COORDINATOR.16041.
AREAS OF RESPONSIBILITY

REQUIREMENTS

MEASUREMENT
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Managing   Partnerships
Knowledge and experience of researching and creating successful partnerships with external organisations, understanding their needs and matching those to the venues ability to provide them
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A commitment to providing a high level of customer service for all external organisations  

Experience of successfully implementing sales & marketing activities to maintain and develop the level of partnerships with external organisations

Project Management
Experience of working under pressure, managing diverse project elements to meet tight deadlines and multi-tasking as appropriate
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Experience of work on their own initiative and as part of a team to deliver the very highest standards

Interpersonal Skills 

Excellent communication and presentation skills. Ability to use these at all levels internally and externally with a diverse range of contacts
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Excellent negotiation and presentation skills and confident approach when dealing with clients at a senior level

Information Technology
Ability to use all elements of Microsoft Office suite as well as experience of utilising digital & social media channels to communication with potential partners
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Problem Solving
Experience of and ability to solve problems related to undertaking events within the entertainment and hospitality industry
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Venue Specific Knowledge 

An interest in the Arts and a passion for selling an arts & entertainment venue to a wide variety of contacts within the business community
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Experience of working for an arts or hospitality organisation

Work related circumstances
Work flexible hours including regular evenings and weekends 
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Willingness to comply with the City Council’s non-smoking policy.

Possession of full driving licence, access to a vehicle and willingness to travel both inside and outside the council area as required 

P – Pre-application

A – Application

T – Test

I – Interview

D – Documentary Evidence
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