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Lancaster City Council - Job Description

	Job Title:
	Arts & Events Development Officer 
	Grade:
	GGS9
	Job Code:

	PPD0069

	Job Family:
	N/A
	Job Family Group:
	N/A
	Reports to:
	Service Manager Culture & Heritage



	Job Summary

	
As part of the Economic Development service, act as the arts and events lead for the Council providing the day to day management of the arts and events function. Working with the Service Manager Culture and Heritage, plan and implement the Council’s arts and events development programme.


	Direct Responsibilities 

	
· Help to deliver the aims and objectives of relevant arts and events strategies and plans, increasing the profile of, and participation in, arts and events and generating economic and social value.

· Assist with developing and delivering a strong arts and events programme working with a range of partners, maximising use of the Storey, Ashton Hall and other facilities to engage communities, visitors, students and businesses.

· Effectively manage, monitor and report on delegated arts and events budgets to meet internal reporting, monitoring and audit requirements.

· Assist with monitoring, reviewing and evaluating the service level agreements with the Council’s key arts partners ensuring that they align with the Council’s Cultural Investment Framework and comply with all financial regulations and procedures.

· To assist with setting targets, objectives and performance indicators for arts and events and to monitor and evaluate performance.

· To prepare and deliver presentations as required and produce financial, progress, performance and evaluation reports. These reports should include attendance rates, audience and stake-holders feedback, cost analysis and other relevant information that provides the evidence that the arts and events development programme is being effective and delivered in the most efficient way.

· Provide specialist arts and events advice to senior officers and elected members as required.

· To encourage greater involvement in all Council’s arts and events development programme from underrepresented groups and people living in priority areas. 

· To provide a first point of contact for the arts and events sector and stakeholders in relation to providing specialist advice and support in areas such as health and safety, fundraising, bid writing and project development.

· Initiate and lead arts and events projects and collate and disseminate information about arts and events in the district and publicise achievements.

· To investigate, promote and maximise the use of external funding through direct bidding or supporting bids from within the arts and events sector, voluntary community sector and other partners, that have clear links to meeting the aims of the Service Business Plan.

· Generate direct and indirect income for the council through festivals, events and arts activities.

· Working with agents and promoters, negotiate and contract freelance artists and performers.

· To develop a training programme which supports work in the arts and events sector.

· Act as Duty Manager and manage all aspects during live performances and events including front of house, security, sound/lighting, licenced bar and box office.

· Manage casual events stewards, security and sound/lighting technicians ensuring that they comply with all relevant policies and procedures. 

· Manage public safety and wellbeing at council performances and events. 

· To be responsible for dealing with cash floats for the licenced bar and box office and ensure all the income is accounted for, reconciled and secured at the end of each performance or event.

· Be responsible for the building and take the necessary actions to ensure that it’s safe for the general public and private hirers. To be a key holder for various buildings as required.

· Take responsibility during performances and events, for operating a licensed premises and act as the designated premises supervisor.

· During a performance or event, be the main point of contact for artists, performers and private hires ensuring that the event operates efficiently and on schedule.

· Arrange and where necessary deliver staff training for the casual event stewards on topics such as health and safety, customer care and financial regulations. 

· During events and performances deal with customer queries, complaints, incidents and accidents.

· Take a leading role is the Council’s event management team including contributing to the planning and operational delivery of major festivals and provide advice to other festival organisers on topics such as health and safety, production, grants and sponsorship.  

· Prepare detailed operational event plans and risk assessments for the Council’s major festivals. 

· Identify and liaise with contractors and suppliers, requesting and assessing quotes, place orders and manage resources.

· Arrange rotas including zone controllers, casual events stewards and external security/stewards. 

· Act as either deputy event controller, taking full control of festival delivery in the absence of the event controller or act as operations manager working with the event controller overseeing all health and safety aspects of the festival.

· To be responsible for overseeing and supervising the safety of all persons in your charge in accordance with local and national guidelines and keep updated existing qualifications.

· Contribute to the marketing and promotion of events and activities.

· To attend and organise meetings, forums and training courses relevant to the post as directed by your Line Manager.

· Responsible as required, for general administration including filing, cash handing, placing orders and to be aware of any budget requirements and ensure compliance with standing orders, financial and other regulations and codes of practice. 

· To maintain awareness regarding the development of new technology, changes in legislation and the development of new initiatives, which would serve to improve the Service.
General: 

· To ensure all staff offer a high standard of customer service.

· Deal with accidents, incidents and complaints in the appropriate manner and ensure details are recorded on the appropriate recording sheets.

· All other general duties commensurate with the grade, as requested by line manager.


	Primary Objectives

	Aims:
Develop an arts and events service with: 
· Increased audiences
· Increased visitors  
· Increased digital engagement
· Increased economic impact and social value
· Increased income
· Increased community engagement
· Improved quality and profile


	Knowledge & Educational Requirements

	
Specialised knowledge:
· Relevant professional arts and events qualifications and/ or experience 
· A strong understanding of all requirements relating to arts and events development, delivery and operations
· Ability to make effective decisions based on professional knowledge of arts and events, specific professional or operational matters 
· Strategic arts and events planning, including business and budget planning
· Experience of effective development and delivery of commercial services
· Knowledge of arts and events audience/ market analysis and development
· Understanding and proven ability to develop and deliver major events, outreach and education programmes, capitalising on use of many places and spaces within the area
· Commercial skills and knowledge of how income generation opportunities can be positively developed 
· Ability to develop positive relationships with a range of partners and stakeholders, including arts/events/educational providers and agencies as well as other professional colleagues, elected members and senior managers
· Knowledge and experience of analytics, evaluation of impact and return on investment
· Understanding and use of digital opportunities and applications to enhance audience experience, marketing impact and service delivery
· An understanding and practical experience of project management
· Detailed understanding and practical experience of taking a senior responsibility for managing all Health and Safety issues relating to major public events
· Developing external funding bids, meeting funders requirements including delivery of outcomes, monitoring and evaluation

Functional knowledge:
· Knowledge of working with teams, partners and stakeholders to achieve shared objectives
· Ability to contribute to service improvements and take a leading role in delivering positive change
· Excellent interpersonal and communications skills with the ability to work collaboratively and develop positive professional relationships and networks
· Excellent written and oral communication skills, including presentations and formal reports
· Ability to work effectively with and provide professional advice to senior officers
· A good knowledge of budget management and office administration systems
· Ability to multi-task, prioritise effectively and meet tight deadlines
· Self-motivated and able to offer a high level of commitment to deliver results
· Flexible, adaptable and able to respond positively to emerging priorities with imagination and flair

LCC specific knowledge:
· Understanding, implementation and adherence to Lancaster City Council’s policies and procedures
· Understanding, implementation and adherence to the Council’s Values and Behaviours
· Understanding of the post holder’s own and their team’s contribution to the Council’s Corporate 


	Other Requirements

	
As a normal part of your job, you will be expected to routinely undertake corporate activities on behalf of your Service. This will include undertaking corporate roles and project work, as long as it is appropriate to grade of the post.

A full current UK driving licence is essential, as the post holder will be required to transport equipment on occasion. Reasonable adjustments can be made for those who are unable to drive due to a disability.

The hours of work for this position are 37 per week, working Monday to Friday including some evenings and weekends in line with business needs. 
The Council currently operates an excellent Flexible Working Hours Scheme which applies to this post. Subject to the needs of this business, this may allow employees to work between the hours of 6:00am-10:30pm

	Additional information

	General Statement
The above duties and responsibilities do not include or define all tasks that may be required of you.  Duties and responsibilities may vary without changing the general character or grade of the role.  

As a normal part of your job, you are expected to routinely undertake corporate activities on behalf of your Directorate, appropriate to grade of the role.

Learning and Development
You are expected to undertake any training and development appropriate to the current and future needs of the post.

Health & Safety at Work
All members of staff are responsible for fulfilling their health and safety roles and responsibilities, as outlined in the Job Description above. It is the employee’s responsibility to ensure that they are familiar with the Council’s health and safety policy, procedures, work instructions and relevant risk or other health and safety assessments pertinent to their work tasks, and that they carry out their work tasks in accordance with the significant findings of such. 

Equal Opportunities
Lancaster City Council is an Equal Opportunities employer and has equal opportunities policies with which you are expected to comply at all times. The City Council condemns all forms of harassment and is actively seeking to promote a workplace where employees are treated with dignity, respect and without bias.  

Community Safety
Section 17 of the Crime and Disorder Act requires local authorities to consider the community safety implications of all their activities. Officers of Lancaster City Council should have an awareness of community safety and consider any community safety implications within their own area of responsibility. 

Safeguarding
Lancaster City Council delivers a range of services and activities that impact on the lives of children both directly and indirectly. Safeguarding children, ensuring their welfare, safety and health is of paramount importance.  We are committed to providing safe and supportive services that will give children the opportunities to achieve their full potential.
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