PROPOSED JOB DESCRIPTION
Job Title:		Administration and Events Coordinator – GYCA & Bellhouse
Reports to:		Centre Manager
Post Holder:		TBC
Current Salary:	£25,000 for 35 hours per week. 
Purpose of Job:
[bookmark: _GoBack]The Administration and Events Coordinator will play a key role in ensuring the management, administration and smooth running of the Grappenhall Community Centre and the Bellhouse Bar is achieved, in conjunction with the Bar & Functions Manager and the Centre Manager.  
The role will lead and develop the administration duties supporting the activities of the GYCA and Bellhouse. This includes all event and function administration (up to point of delivery, which is managed by the Bar and Functions Manager), invoicing, diary management and event planning/coordination. Some events could be managed by this role such wedding fairs, farmers markets.  An important aspect of the job, alongside the Centre manager, is to develop the business, exploit the facilities available and identify new opportunities by means of effective engagement, networking and innovative solutions.  
Working closely with the Trustees and other GYCA staff, local statutory, voluntary and commercial sector organisations, the coordinator will work to ensure the Community Centre is a vibrant, well run facility that operates for the benefit of local residents and organisations within a sustainable framework.
Key Tasks & Responsibilities:
Engagement
· Work closely with the Bar & Functions Manager, Centre Manager and Caretaker / Handyman plus bar staff
· Support the keeping up to date records of all personnel i.e., sickness, holidays, performance reviews
· Support business development for the Community Centre
· Promote the facilities of the GYCA and Bellhouse to maximise room hire
· Attend and / or organise Wedding Fairs to promote the facilities of the Centre 
· Write engagement and marketing material and press releases to advertise and promote the Centre and community events
· Maximise the use of the GYCA web site and social media outlets
· Support the liaison regularly with all GYCA User Groups and the Parish Council to ensure clear lines of communication are kept open and feedback is taken on board and recorded
· Manage the reputation and public impression of the GYCA & Bellhouse Bar in a positive way, potentially working with local householders i.e., if work needs to be undertaken, inform locals to warn of any disruption or noise


Administration
· Diary management, including electronic diary, function bookings, contracts, membership, personnel records, stationery, correspondence, filing and health & safety
· Maintain and update the web site, Facebook and social media outlets to promote events, sport broadcasting, room hire and latest bar promotions i.e., Real Ale this week is…
· Support the Organisation of the Annual General Meeting
· Inform the cleaning contractors of extra cleaning required at weekends and post information in the cleaner’s cupboard
· Rearrange cleaning contracts for holiday periods to save revenue
· Ensure all literature displayed in the Centre and Bellhouse Bar are up to date
· Prepare and regularly update the function, wedding, catering and room hire brochures
· Issue monthly invoices for room hire
· Ensure all payments are made on time and chase up unpaid invoices or deposits
· Customer Service: handle queries and complaints effectively and efficiently
Hospitality
· Handle all enquires for one off room hire for specific functions, working closely with the customer to ensure every facility is offered and what the costs of different package options entail.  Provide excellent customer service at all times
· Help and advise hirers to achieve the decoration / room layout and catering / drinks package to suit their specific requirements
· Provide or draw room layout plans so hirers can visualise how their event will fit into the Olde Barn or other rooms
· Liaise with external providers of facilities for room dressing, chair covers, catering for the customer if this is what they require and book accordingly
· Keep the customer updated with progress on their event organisation and be prepared to be flexible if changes are required
Qualifications / Experience
· General office administration
· Competent in the use of all Microsoft packages
· Experience of using a database 
· Staff management
· Events management
· Marketing and business development (desirable, and additional salary contribution for significant experience)
Facilities management desirable, and additional salary contribution for significant experience)

Hours of Work / Holidays / Flexible Working / Probation
35 hours Monday to Friday plus evenings and weekends as necessary, with time off in lieu. 
Flexible working will be considered, including some home working,
Annual Leave 20 days per year, excluding Bank Holidays, rising by 1 day per annum after 5 years’ service to a maximum of 25 days.  Holiday period 1st January to 31st December. 

The coordinator will be given a high degree of autonomy and will be self-motivated.  Probationary period for this role is 4 months from starting. Regular performance meetings will be held. 
