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JOB DESCRIPTION
	Job Title 
	Bracknell Town Centre Events and Marketing Co-ordinator (part time/ fixed term contract)


	Salary
	£18,576.48 - £22,625.67


	Directorate: 
	OD, Transformation, HR
	Section/Location:
	Communications and Marketing/ Time Square 

	Grade/Salary Range:
	BG-H
	Work style:
	Flexi 


	Key Objectives of the role

	

	 To support, coordinate and market a range of promotional activities to encourage the continuing economic success and regeneration of Bracknell town centre. 



	Designation of post and position within departmental structure
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	Daily and monthly responsibilities

	

	· Identifying, sourcing and delivering a programme of cultural and community events and entertainment activities to support the continuing Bracknell town centre regeneration.
· Working collaboratively with the Lexicon marketing team to enhance and complement their events programme.
· Working on town centre commercialisation projects and workstreams, as appropriate.
· Manage and deliver targeted online and offline marketing and promotional activities to support the events programme.
· Assisting with public safety arrangements, operational activities and associated town centre management functions.
· Dealing with members of the public where required to answer routine queries.
· Working with other council departments, developers, consultants, the Executive Member, councillors, landowners and others to gather and exchange information.
· Occasional Evenings and weekends working when required.
· Attend occasional meetings off-site when required.
· Other duties as required consistent with the postholder’s experience.


	Scope of role

	

	Impact:   Frequent contact with members of the public, The Lexicon management team, local community and cultural groups, staff at all levels in the council, borough councillors together with development partners.
Budget : Events and marketing budget (indirectly).
Employees : None .
Working patterns:  Postholder will be expected to work within a team environment. Occasional meetings outside the office and will be expected to work occasional evenings and weekends with appropriate time off in lieu.




Such other duties as may from time to time be necessary, compatible with the nature of the post. It should be noted that the above list of main duties and responsibilities is not necessarily a complete statement of the final duties of the post. It is intended to give an overall view of the position and should be taken as guidance only.         
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PERSON SPECIFICATION
	
	

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE 

	Skills and qualifications

	Educated to A level standard/ or equivalent.
	Experience or training in a town or city centre management related discipline or Promotions / events management.


	Competence Summary

(Knowledge, abilities, skills, experience)


	Previous experience of coordinating, supporting and marketing promotional/events work.
Customer liaison experience including face-to-face, over the phone and written communications.
Experience of working on small projects.
Working collaboratively with internal and external stakeholders and suppliers on promotions and events.
Good working experience of computer systems, including databases and MS software e.g. Excel, Word, PowerPoint.

Ability to work to meet deadlines.
Good organisational skills.
Understanding of various online and offline marketing approaches for events and promotions including social media. 


	Knowledge/understanding of public sector. 

Copywriting experience for a range of audiences and channels. 



	Work-related Personal Requirements


	Methodical approach to work.
Good communicator. 

Excellent inter-personal skills.
Flexible and adaptable approach.
Self-starter – ability to act on own initiative.
Willingness to undertake a range of tasks.
Able to work independently as well as part of a team.
	

	Other Work Requirements 


	Ability to attend occasional evening and weekend activities and meetings outside the office.
The ability to converse            

easily with members of the public and respond effectively to questions in spoken English. 

	


	KEY CRITERIA
	ESSENTIAL
	DESIRABLE



Role models and                                                       

demonstrates the 
Council’s values and                                   

behaviours

	


