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RAMSGATE TOWN COUNCIL
 
Job Description

Radford House Community Engagement & Events Organiser


Contract:	December 2022 – start of building refurbishment (est. October 2023) 

Contracted Hours:	Estimated at 20hrs per week and then approximately 15 hours per week thereafter

Contracted Days:	Monday to Sunday inclusive	

Responsible To:			Town Clerk & Responsible Finance Officer

Based At:				Radford House and working from home

Car User:				Casual User Only

Job Description Date:		September 2022



Main Purpose of Role:
To organise community and private events and activities at Radford House prior to the refurbishment of the building.  These meantime uses are intended to provide information about how the facility can be used in the future (to inform the business plan for the building) and provide an income for the Council.

It is intended that the role will continue until the building work commences in October 2023.  All activities will then cease in the building until July 2024 whilst the refurbishment takes place.

Specific Responsibilities

Organisation of events:
1. Promote Radford House as a venue for hire using the Council’s media channels.

2. Promote activities and events at Radford House using the Council’s media channels.

3. Take bookings from third party event organisers for the space.

4. Organise events at Radford House as directed by the Council and of own initiative (with approval from the Town Clerk).  These may be one-off events or ongoing bookings e.g. craft fair, bootfair, talks, coffee mornings, skateboarding, pop-up office hire.

5. Ensure users of the building adhere to the council’s conditions of hire and health & safety requirements at all times.

6. To liaise with the Council’s Technician’s regarding caretaking duties and repairs and maintenance.

7. To work with the Council to implement a fee structure for use of Radford House and the activities therein.  Issue invoices and ensure prompt payment thereof.

Community Engagement
All activities at Radford House should be seen as an opportunity to engage with the local community on how best to utilise the building, which will inform the long-term business plan for the site.  These activities should tie in with the strategic objectives of the Council.

Quantitative and qualitative data from all activities (hirers, organisers, visitors, users) should be sought.  

To work with the Radford House Project Managers to ensure that relevant information is being ascertained for them.

You will be expected to be available to attend the various events at Radford House (not necessarily for the duration of the event) in order to undertake community engagement work.

General Responsibilities:
1. To ensure that the Council offices project and always portray a professional image.
2. To ensure that the Council always complies with all aspects of Data Protection and the GDPR legislation requirements.
3. 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.  
4. To treat all colleagues, Councillors, partners, and members of the public with respect and equality.

Key Skills:
The ideal candidate will:
· Have proven experience as an event organiser.
· Be proficient in writing promotional literature (e.g. social media posts, posters, leaflets)
· Have outstanding communication and vendor management skills
· Be well-organised with multi-tasking skills
· Able to handle stress and remain calm
· Good problem-solving ability
· Be comfortable working alone, particularly on evenings/weekends.
· Be able to take responsibility for ensuring the safety of Radford House and it’s users.

Applications:
CV’s along with a cover letter explaining why you would be suitable for the role and a fee should be sent to town.clerk@ramsgatetc.org.uk by Wednesday 7th December 2022 at 5pm.
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