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PERSON SPECIFICATION

	Post:
	Events Co-ordinator

	Job Family/
Grade/Level:
	 Grade 5 (BS2c)



GLASGOW LIFE IS A COMPETENCY FRAMEWORK EMPLOYER

	Summary of Role


	· To plan, organise and contract events, conferences, weddings and exhibitions, liaising with colleagues, customers and partners as required to ensure efficient and effective service delivery.
· To co ordinate tailored responses to customer enquiries for venue hire across the sites including detailed financial costings.
· To ensure events are delivered to company standards by communicating effectively with colleagues both internal and external.

· Contribute to the planning, development and delivery of the business plan to maximise the number of hires, income and commercial opportunities. 

· To actively develop the venue hire function throughout the portfolio including but not limited to Public Halls.

· Assist the Senior Events Co-ordinators in developing and implementing Service Quality improvements and ensuring that standards are adhered to and performance targets are met.
· Ensure that all contract information is accurately recorded and timeously communicated to all relevant parties. In particularly to ensure that all financial information regarding settlements and invoicing is clear and easily auditable by Finance.
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PERSON SPECIFICATION                              

	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
& Training
	Experience of venue or hotel event management with supervisory responsibility.
	Relevant degree
	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Certificates

     

	Skills,  Knowledge & Competencies
	Excellent communication skills

Ability to prioritise workload

Strong administration and organisational skills

Ability to plan ahead and anticipate customers needs

Approachable and empathetic with customers

Ability to make quick decisions


	
	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 References

 FORMCHECKBOX 
 Interview


     

	Other
	
	Experience of working with Artifax Event
	 FORMCHECKBOX 
 Interview

     


