EVENTS STEWARD

The George Fentham Trust is a charity supporting residents within the Parish of Hampton in Arden. We have three great venues at our Fentham Hall and meeting room complex which are available for hire, and suitable for a wide range of activities, including weddings, parties, concerts and meetings of local clubs and societies.
We are looking for an Events Steward to join our small, friendly team. The successful candidate will:
· Carry out and coordinate the activities necessary for the ongoing maintenance, cleanliness and security of our venues and their facilities. 
· Be a keyholder for all buildings contained in the Fentham Hall complex.  Open our venues for hirers and for viewings by potential hirers and lock up after events.
· Prepare our venues in line with the hirer’s requirements at the time of booking.
· Run the bar if required by the hirer and oversee casual bar staff.
You will need a flexible, “can do” attitude for this wide-ranging role, which will require you to work variable hours, including regular evening and weekend work. The hours of work are expected to be approximately 14 per week, but will be variable according to the needs of the organisation (e.g. the number of bookings in any particular week) and may be managed via an annualised hours arrangement. We are open to discussing the final working arrangements with the successful candidate, providing the needs of our customers can be met.

The successful candidate will demonstrate:
· Willingness and competence to carry out the practical tasks necessary to operate a safe, clean and well-maintained environment, plus knowledge of the necessary regulatory and record keeping requirements. 
· Basic IT skills such as the ability to use email, and our online booking system.
· Great customer service skills, with a focus on hospitality and meeting customer needs.
· Experience of running a bar, using a till and supervising a bar team, or the willingness to learn.
The annual salary for this role is in the region of £8400 (£21 000 pro rata) dependent on experience. Other benefits include a pension scheme with employer contributions and a holiday entitlement of 28 days.
Even if you don’t think you have the necessary experience in all aspects of the job, please get in touch with us to discuss your possible application. If you are thinking of applying, and would like to know more, or if you have any questions, please do not hesitate to contact our Clerk, who will also be able to provide you will a copy of the full job description. 
The deadline for applications is 31st October. 
Interviews will take place the first week of November.


EVENTS MANAGER

The George Fentham Trust is a charity supporting residents within the Parish of Hampton in Arden. We have three great venues at our Fentham Hall and meeting room complex which are available for hire, and suitable for a wide range of activities, including weddings, parties, concerts and meetings of local clubs and societies.
We are looking for an Events Manager to join our small, friendly team. The successful candidate will manage activities relating to the hiring out of our venues and facilities. This is a wide-ranging role, to include marketing, managing the booking process and associated administration activities, purchasing and keeping an inventory of stock, and ensuring the hirer’s requirements are fully understood and met. 
You will need a flexible, “can do” attitude for this role. The hours of work are expected to be 15 per week, but this will be variable and may be managed via an annualised hours arrangement. You will be required to work some hours in the evening or at weekends on an ad hoc basis e.g. to show the hall/meeting room. You will be able to manage your own diary and working hours, provided the needs of our customers and potential customers are met, and we are open to discussing the final working arrangements with the successful candidate.

The successful candidate will demonstrate:
· IT skills, in particular Word, Excel, Email.
· Social Media awareness and skills e.g. Facebook.
· Excellent verbal and written communication skills.
· Numeracy skills relevant for keeping accounts, inventory and cash management.
Experience of customer service, marketing and / or advertising would be an advantage.
The annual salary for this role is in the region of £10 000 per annum (£23 500 pro rata), dependent on experience. Other benefits include a pension scheme with employer contributions and a holiday entitlement of 28 days.
If you are thinking of applying, and would like to know more, or if you have any questions, please do not hesitate to contact our Clerk, who will also be able to provide you will a copy of the full job description. 
The deadline for applications is 31st October. 
Interviews will take place the first week of November.



