SOUTHBOROUGH TOWN COUNCIL

Facilities and Events Manager
JOB DESCRIPTION

LC2   18 – 28 (£24,982- £32,234) 
Responsible to

The Town Clerk.
Objectives

To maximise income generation and profitability of the Southborough Civic Centre by working with The Town Clerk, Councillors, and other Stakeholders. To drive forward marketing and business development opportunities to grow the market and the product offered within the Civic Centre, whilst looking to reduce costs and make efficiencies if possible. 

Main duties and responsibilities
· To improve/generate income streams ensuring additional income to make the Civic Centre more sustainable with a viable future.

· To develop and implement effective marketing of the Civic Centre and ensure it is delivering what is required. Maintain an effective communication with a wide range of stakeholders including businesses, members of the public, and charitable users.
· Using advanced IT skills including use of Microsoft Office to further enhance the marketing and promotion.
· Work with Town Clerk to maximise income generation whilst also balancing the community requirements.

· Ensure all appropriate policies, licences and agreements are in place between hirers and users to maximise the Civic Centre usage and profitability.

· Manage the Facilities Officers and/ or other agencies to ensure access to the Civic Centre is appropriate for community/hiring events throughout the day, evening, and weekend.

· Develop, implement, and monitor customer service excellence to the Civic centre. Taking on board feedback from Officers, Councillors, and the general public.

· Design and implement performance measures for community use of the Civic Centre to allow development of the Civic Centre.

· To attend training courses and conferences as required by the Council.

· To carry out any other duties as required by, or for, the Council, including working flexibly with other staff to ensure suitable staff cover etc. which is likely to involve having a good working knowledge of the work of other staff members.
NB
This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with Service needs, some tasks may need to change, and any changes will be made in consultation with the post holder.
