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PERSONNEL SPECIFICATION

Post Designation:     Events Administrator
Job Purpose and Role:  The Grand Theatre has a growing Commercial and Fundraising offering led by the Director of Finance and Commercial.
The Events Administrator will work closely with the Head of Commercial and Events in the planning, administration and organising of all internal and external events at the Theatre.
	FACTORS
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	 Qualifications


	Degree or equivalent in Event Management
First Aid at Work

Customer Cre

Manual Handling

Health and Safety

Food Hygiene
	
	Application Form
Certificates

	 Training


	Customer Service
Business/Commercial

Food & Beverage
	
	Application Form
Interview



	 Experience


	Dealing with the public face to face.
Experience of bar work and hospitality.
Experience of facilitating and administering events.
Cash handling and sales.
Experience in a similar position.
Experience of theatre/entertainment venue + 1 year experience of working in a customer services role.


	Experience of working on events in a theatre.
Minimum of 1 year theatre experience.


	Application Form
Interview

Testing

	 Special Knowledge/skills

	Ability to work as part of a team.
Excellent Administration and time management skills.
Ability to remain calm in a crisis and make decisions in difficult situations.

A personal commitment to the highest standards in customer care and venue presentation.

Sales and promotions.

Accessibility Awareness.
Strong interpersonal skills.

	An interest in the Theatre.


	Application Form
Interview

References



	Personal Qualities
	Ability to communicate at all levels.

Good Customer Services skills

Enthusiastic and Confident.

Welcoming and friendly demeanour.

Attention to detail.
Have an organised and methodical approach to work.


	Wide range of interests including the theatre and popular culture
	Interview

	Interests and Motivation
	Outgoing
Self motivated


	To the furtherance of events and live theatre in Wolverhampton

	Interview
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