
RAMSGATE TOWN COUNCIL
 
Job Description

ACTIVE RAMSGATE PROJECT MANAGER

Job Grade:	SCP Range: 18 (FTE £27,344) – 23 (£30,151), LC2 (below substantive range)  

Contracted Hours:			18 hours per week 

Contracted Days:			Monday to Friday inclusive	

NB. Additional hours may be taken as TOIL and managed within the requirements of the Council operations. Payment of overtime will not be considered in normal circumstances.

Responsible To:			Town Centre & Tourism Manager

Based At:				The Custom House, Ramsgate
					Home working will be permitted.

Car User:				Casual User Only

Job Description Date:		December 2022

Annual Leave:			Starting at 22 days plus Bank Holidays (FTE)

Politically Restricted Post?	No

Enhanced CRB Check?		No



Main Purpose of Role:

Overall project management of the Active Ramsgate initiative in line with the Active Ramsgate Brief.  

Specific Responsibilities:

Marketing & Creative content
· Write press releases, features and articles, and social media content, taking into account the different needs and approaches of different audiences and the type of media being used.
· Maintain website with up-to-date content about Active Ramsgate and activities being promoted.
· Post to social media platforms relevant content in an engaging manner.
· Be aware of changing nature of social media and be prepared to engage with different platforms to take account of changes in demographics.
· Ensure brand identity is maintained.
· Be aware of other Ramsgate Town Council products and services and link where appropriate.
· Design leaflet content advertising Active Ramsgate and Active Ramsgate activities, including, where appropriate, sub-contracting to specialist services as and when required.
· Engage sub-contractors for specialist roles such as videography / photography
· prepare the brief for sub-contractors to work to and liaise with sub-contractors to ensure brief is adhered to.
· Liaise with TDC Leisure and Tourism for access to their creative content sources.
· Pro-actively engage with print and online media for marketing, including organising press visits to further media interest in Ramsgate as a destination venue.
· Liaise with distribution company / other direct contacts to ensure that AR leaflets are available for target audiences in target locations - and monitor effectiveness of marketing leaflets.
Creative Preparation & Event Organisation
· Develop fresh ideas for activities that can promote Ramsgate as an Active destination, building on existing events and activities, taking into account the focus on linking the land and the sea.
· Undertake initiatives as directed by the Council* and come up with ideas for approval by the Council (*This may be the Council/Town Promotion Committee/Senior officer as appropriate).
· Liaise with other local stakeholders and partners, such as TDC Leisure and Tourism and KCC Visit Kent and be open to working on similar / joint / complementary events.
· Liaise with local businesses to understand what they want from Active Ramsgate.
· Develop new angles on old ideas to create new activities in order to keep the product fresh and innovative.
· Organise all aspects of special events relating to Active Ramsgate promotions - competitions, special event days, etc.
· Ensure out of season activities are available - eg. this could be physical activities happening in Ramsgate or online competitions that promote visiting Ramsgate at another time in the season.
· Ensure all events comply with Ramsgate Town Council's legal obligations, policies and procedures, eg, Health & Safety, DDA, climate change policy.
· Obtain necessary permissions for events from KCC / TDC as and when required, e.g. road closures.
· Adhere to Ramsgate Town Council's climate change policy by being sustainable, eco friendly and carbon neutral.
· Where possible engage local providers for services in accordance with the "Preston Model" of supporting local businesses and industry.
Reporting:
· Prepare bi-monthly activity reports for Active Ramsgate Working Group and ensure representation on the group.
· prepare annual budget proposals for approval by the Town Promotion Committee in line with Ramsgate Town Council's timescales for annual budget setting.
General Duties:
· To deal with visitors to the Council office if required.
· To ensure that the Council offices project and always portray a professional image.
· To ensure that the Council always complies with all aspects of Data Protection and the GDPR legislation requirements.
· The post holder may be required to perform duties other than those given in the job description for the post. The particular duties and responsibilities attached to the post may vary from time to time without changing the general character of duties or the level of responsibility entailed. 

Personal Duties:
· To have due regard for your own health and safety and that of any colleagues who may be employed and the general public, and to bring to the attention of the Council without delay any matters which may be prejudicial to health and safety best practices and policies.  
· To treat all colleagues, Councillors, partners, and members of the public with respect and equality.
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