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Appointment of Events Officer
Hours: Full time 37 hours or part time considered 
Salary: Negotiable dependent on experience  
An application form with full details of this post can be obtained by contacting:  Louise Bareham, Faversham Town Council, 12 Market Place, Faversham, Kent, ME13 7AE.  Tel:  01795 503286, email louise.bareham@favershamtowncouncil.gov.uk.  

Faversham Town Council values diversity and inclusion and is committed to the recruitment and retention of under-represented minority groups. We particularly welcome applications from black, Asian and minority ethnic candidates, LGBTQ+ candidates and candidates with disabilities.

Closing date for applications:  12 midnight, Tuesday 12th September 2023
Faversham Town Council

Information for Applicants
Faversham Town Council has 14 councillors and plays an active role in the local community, with several committees and working groups leading on a variety of projects and events. 
We are now seeking to appoint a full or part time Events Officer. 

Are you creative, good at organising, a person that makes things happen and gets things done?  

Are you an excellent team member who can also motivate and inspire colleagues and volunteers with your enthusiasm?  

Do you have ambition and are able to deliver excellent services and value for money?  

If so, we want to hear from you!  

Faversham Town Council is proud of its reputation for delivering high quality events throughout the year. Our year-long calendar of events contributes greatly towards making Faversham one of the best places in which to live, work or visit. 

We are now seeking to recruit someone who is well-organised, has an eye for detail, an understanding of good marketing and project management with the confidence to raise sponsorship and funds from external partners.  
Faversham is an attractive and historic market town conveniently placed adjacent to the M2 Motorway and within 15 minutes’ drive of Canterbury, 30 minutes of Dover and the Channel Tunnel.  It is situated on the main London Victoria and St Pancras lines with, therefore, easy access into London and the rest of Kent.
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Person Specification
	
	Requirements


	Essential = E

Desirable = D

	Education, Training and Qualifications
	· English and Mathematics GCSE Grade C or above (or equivalent) 
· MS Office including Outlook, Word, Excel

	D
E


	Experience


	· Event planning and management
· Communication and marketing
· Grant applications


	E
E
D

	Knowledge
	· Faversham and its community generally

· A good understanding of the statutory provisions that govern local government

	D
D



	Skills
	· Excellent communication and interpersonal skills - written, verbal and presentation

· Ability to work without supervision and to deadlines

· Ability to work as a key member of a small team


	E

E

E
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Service Conditions

Terms and Conditions of Employment


As set out in the National Joint Council for Local Authorities Services (Green Book) and NALC/SLCC Conditions of Service for Local Council Clerks and as supplemented by local agreement

Salary Grade


Salary grade is SCP 25-30.  
Allowances


A casual user car allowance at 45p per mile will be paid, should you be required to use your own car for council business, to be agreed by the Town Clerk in advance.
Working Hours


Office Hours are Monday to Friday 8.30am to 4.30pm (37.5 hours per week) half an hour lunch, however you will be expected to work those hours over 7 days dependent on events and meetings.  

Leave Entitlement


There is an entitlement to 26 working days for a full-time contract, rising to 28 days after five years’ continuous service in local government.  In addition, there are eight public/bank holidays.  The leave period is 1 April to 31 March.

Pensions


The post-holder will be eligible to join the Local Government Pension Scheme.  
Probationary Period


The post is subject to a probationary period of three months.

Notice Period


The period of notice to which the post-holder is entitled, and which should be given, is two months to take effect after the probationary period of three months.
Faversham Town Council
Job Description 
Post: 


Events Officer  

Responsible to: 
Town Clerk  

Conditions: 

National Joint Council for Local Government Services  

Grade: 

Salary negotiable, dependent on experience  

Pension: 

Local Government Pension Scheme  

Working Hours: 
Contracted hours of 37 per week to include some weekend and evening working as events dictate. 
Saturday and Sunday and working outside of core hours as and when required by either the Town Clerk or commitments to planned events. Attendance at evening meetings, particularly with external partners will occasionally be required as part of this role.  
Time-off-in-lieu will be available for agreed working outside of normal office hours  

Holidays: 

Annual Leave entitlement of 26 days  

Period of Notice: 
Two calendar months by either the employer or the employee  

Probation Period: 
Three months from date of appointment for new appointees 
 
  
Purpose of the role:  

To lead and develop a programme of events in the Faversham Town Council area and to support visitor related projects and activities. 

 
Main Areas of Responsibility:  

To build on the existing programme of events in the town, including (but not limited to):  
· Easter Hat Parade (March/April) 
· Festival of Transport (May)  
· Mid-Summer Night Food Market (June)  
· CycleFest (July) 
· Festival (medieval/pirate/nautical theme) (July) 
· Summer Holiday activities (July/August) 
· Howloween Dog Parade (October)  

· Remembrance Day Parade (November)
· Christmas Lights Switch on Night Food Market (November) 

· Various awareness days and weeks ie Volunteers’ Week and Great Big Green Week (June)
 
This will involve (but not limited to):  
· Monitoring of event budgets.  
· Securing financial support through grant applications and/or sponsorship from local businesses and organisations as part of the Council’s budget strategy.  
· Project management of each individual event, ensuring all activities meet their required deadlines and within budget  
· Working with external suppliers  
· Liaising with local businesses, stallholders, performers, local schools  
· Recruitment of volunteers and event staff.  
· Managing a team on-site including volunteers on the main events  
· Adhering to health and safety policies and ensuring all licencing requirements are followed.  
 
In addition, the postholder will offer support to the Council’s civic activities and on occasion external events organised by local community groups where the Council has an interest.  
  
Communications  
To develop appropriate channels of communication with the local business community, including efforts to secure financial and other support for events including:  

· Maintaining and developing relationships with a range of community groups, local businesses, local authorities and voluntary organisations in the town and support local projects.  
· Raising sponsorship for specific projects and events.  
· Seeking feedback from residents, businesses and visitors and implementing improvements.  
· Actively keeping residents and local businesses updated on the council’s events.  
 
Events Marketing & Publicity  
· Updating the Council’s website with event details 
· Providing input for press releases and publications.  
· Production of content for event related publicity, publications and promotional material.  
· Design of adverts that will be used to promote the Council’s events.  
· Liaising with external organisations to advertise events appropriately.  
· Publishing relevant information on the Council’s Social Media accounts  
· Taking part in and providing information for the publication of relevant promotional material such as the visitor guide/maps.  
· Providing publicity support for other community events including involvement in the Council’s publications.  
· Maintaining and developing relationships with a range of local businesses, community groups, local authorities and voluntary organisations in the town and developing new links for the benefit of residents and business.  
· Responsibility for developing and implementing new programmes, projects and plans to meet the Councils aims and objectives.  
· Maintaining and preparing key performance indicators for projects.  
· Attending external meetings and to represent the Council as required.  
· Attending Civic functions as and when required.  
· Carrying out any other reasonable duties, as required. 
The above list is not exhaustive and may be subject to changes and additions.
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