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Job Description and Person Specification Profile

	Job Title: Arts & Engagement Officer
	

	Job ID: B32
	

	Service: Cultural and Customer Services
	

	Grade: G
	

	Reporting to: Arts and engagement manager
	



	The Role

	To lead, deliver, develop and evaluate Tameside’s community arts programme and events both indoors and outdoors across Tameside in formal and informal settings.
Main Duties and Responsibilities include:

· To develop, support and deliver a borough wide arts programme, including producing event management plans, risk assessment and event management and practical delivery of these.
· To manage, develop and deliver a creative and varied community event programme within public park/places/town centres and Council buildings often in consultation with other officers and elected members within the Council but often independently at the point of delivering the event.
· To recruit, coordinate and provide training for and supervise volunteers, freelance staff and support workers.  
· To network and liaise with local community groups and to engage in work contributing to community cohesion.
· Continually review, develop and forecast new trends within the arts and events programme and generate ideas for change.
· To produce and contribute to the preparation of documents such as risk assessments and to carry out health and safety site checks with appropriate representation from the Council’s Health and Safety Advisors.
· To explore and identify potential external funding and sponsorship opportunities and produce relevant reports and applications for these.
· To regularly liaise with the cultural services team, partners and outside organisations. 
· To control and manage project based budgets and ensure that all events meet the requirements of financial documentation in line with the Council’s financial regulations and Contract Standing orders.
· To be responsible to the Arts and Engagement Manager for the management of events and associated arts activity.
· To promote and market the service as necessary, including the creation and distribution of materials, web site provision and social media.
· To undertake additional training relevant to duties of the post.
· To ensure that all activities are carried out in accordance with Health and Safety Policy and safe working arrangements.
· To converse at ease with customers and provide advice in accurate spoken English.
· To undertake such other duties as reasonably correspond to the general character of the post and are commensurate with its level of responsibility.

The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

· First Aid at Work Certificate	             
Your essential skills, knowledge and experience

Experience
	
· Managerial experience of different types of both indoor and outdoor events	
· Work experience in local government 	
· Marketing and promotion	
· Grant development and project management	
· Experience of delivering training or workshops to a variety of audiences and in a variety of settings 
			
Skills
	
· IT skills	
· The ability to converse at ease with customers and provide advice in accurate spoken English	
· Excellent written and verbal communication skills	
· Good organisational and time management skills
· Self-starter requiring minimum supervision with good motivational skills	
· Ability to lead and organise meetings	
· Numeracy	
· Creativity	
· Marketing with particular focus on social media skills and website content development.	

Knowledge
	
· Budgetary Control Procedures	
· Professional issues relating to arts and Events	
· Health and Safety
· Event Infrastructure	
· Procurement of Equipment and performers	
	
	
Work Related Circumstances
	
· Current and valid driving license and vehicle owner	
· Ability to work some evenings, weekends and Bank Holidays	
· Ability to work under pressure	
· Team member and corporate thinker	
· An ‘achiever’ and problem solver	
· A leader and motivator	
· Ability to communicate and understand the needs of staff and users	
· Ability to lift and carry equipment	
	
	
Equality
	
· Understanding of the Council’s Equal Opportunities Policy and its implications	
· Importance of Health and Safety requirements	
· Importance of Data Protection Legislation	

If you have the following experience or qualifications – then that’s great!

· Outdoor First Aid Certificate
· Event Management related Qualification
· Higher Education Qualification
· Work experience within Arts Development collaborating with producers/agents/artists
· Organisational and planning
· Local Authority procedures
· Performance measures, monitoring and control
· Licensing
· Awareness of creative opportunities
· Entrepreneurial skills	



Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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