
 
 

Job Description 
 
Job Title:  Events and Promotion Co-ordinator (25 hours per week) 
 
Line manager: Centre Manager 
 
Purpose of job: To work with the team to develop the whole business, taking particular 

responsibility for the marketing, management and coordination of 
events, developing and  implementing  marketing  and  promotion  
plans, keeping  our  website up to date and building our social media 
presence.  
This position will coordinate other projects - primarily, but not limited 
to, the promotion of Room Hire, Pulse and weddings and parties.  

 
Salary £17500-£18500fte. Depending on experience 
Hours  Flexible. (Weekend and evening work will be necessary) 

Permanent role with an initial 4 month Probation Period. 
  
 
HEART is the enterprise and arts centre in the middle of Headingley run by the community for the 
community. We offer a versatile venue to hire. The main hall is used for a variety of events, from table 
tennis to music, plays & family parties. There are also a number of meeting/training rooms available 
for hire and a varied programme of events and classes. We also offer a spacious shared workspace 
and Assembly Bar + Kitchen – our in-house café. 
 
The premises are in use from 8am -11pm Mon-Sat and 10am - 4pm on Sunday, There are occasions 
when an event may have a late licence which will mean a later finish. 
 
The post holder’s duties may be undertaken anytime in opening hours including evening and 
weekends. You will ensure the requirements of health & safety are met at all times. 

Job brief 

The postholder will be expected to successfully market HEART and all its business areas. We are 
looking for a successful and enthusiastic person to assist our current events team in producing a 
coherent, exciting and long-term events programme. Liaising with and coordinating the events team to 
ensure all events are followed from conception through to completion. Event coordinator 
responsibilities include providing outstanding customer service and organising memorable events; 
and actively promoting these with existing and new audiences.  
 
Main duties: 
Promotion and marketing 

 Develop and implement promotion and marketing plan to assist in promotion of Room Hire, 
Assembly Bar + Kitchen and Pulse 

 Co-ordinate marketing for events, Room Hire, Pulse, Assembly, weddings and parties 
including public relations, advertising and promotional material design, production and 
distribution: press releases and targeted promotion to help publicise specific events 

 Coordinate event logistics, publicity, organising the production of tickets, posters, website plus 
social media coverage, and press/magazine coverage; 

 Ensure website and social media presence is up to date and regularly refreshed 
 
Events 

 
 



 

 Development, production and delivery of events from proposal right up to completion.  

 Delivering events on time, within budget, that meet (and hopefully exceed) expectations.  

 Producing proposals for events (e.g. timelines, venues, suppliers, legal obligations, staffing 
and budgets); using the Events Template 

 Researching markets to identify opportunities for events; 

 Organising facilities for car parking, security, first aid, hospitality and the media; and manage 
all event’s details such as catering, entertainment, equipment, promotional material etc 

 Proactively handle client queries and troubleshooting beforehand and on the day of the event 
to ensure that all runs smoothly; 

 Overseeing the end of the event and clearing the venue efficiently; 

 Conduct Pre and Post-event evaluation (including data entry, analysis and producing reports 
for events team, Centre Manager and Board). 

 Broaden social networking to benefit the organisation.   

 Write press releases and stories and submit to established contacts with local media. 

 Create an Events calendar to have a rolling year of events 

 
Weddings and parties 
 

 Propose ideas to improve our wedding/party and event quality 

 Promote wedding and party packages  

 Take bookings and complete all administration tasks for these 
 

Staff and volunteers 

 Coordinating staffing requirements and staff/volunteer briefings; 

 Coordinating room hire, cafe, equipment, volunteers and marketing 

 Providing leadership, motivation, direction and support to the events team  

 Using the till system and updating this as required 
 
Customers  
 

 Ensure excellent customer service and quality delivery  

 Liaise with customers of HEART to ascertain their precise event requirements; 

 Supervise and/or assist with events as required. 

 Assist customers and co-workers, both volunteers and paid staff. 

 Take payment from customers via the till and credit card machine and issue receipts. 

 Sell tickets for events using the online ticket system and take payment  

 Respond to enquiries about room availability using the reservation system. 
  
General 
 

 Carrying out administrative tasks on the reservation system 

 Research and prepare funding bids as appropriate 

 Cultivate and expand fundraising, sponsorship and business-based donor development  

 Ensure compliance with insurance, legal, health and safety obligations 

 Actively participate in meetings as necessary and appropriate. 

 Act as one of the HEART keyholders and be responsible for opening or closing the building 
as required. Respond appropriately to emergencies and out-of-hours incidents as they arise 

 Take responsibility for cashing up procedures 

 Other duties as directed and required.  

 
In addition all employees are expected to 

1. Be accountable for their own development through the Performance and Development 
Review (appraisal) process, seeking out opportunities to learn new skills.   

2. All employees are expected to work within the terms of their contract of employment and 
adhere to HEART’s policies and the Required Ways of Working. 

 

http://www.totaljobs.com/careers-advice/job-profile/customer-services-jobs/customer-service-industry-job-descriptions


 
Person Specification 
 

Detailed below are the type of skills, experience and knowledge that are required of applicants applying for the post.  
The “Essential Requirements” indicate the minimum requirements, and applicants lacking these attributes are less 
likely to be considered for the post. “Desirable Requirements” are additional attributes to enable the applicant to 
perform the position more effectively or with little or no training.  They are not essential, but may be used to distinguish 
between acceptable candidates. 

However, success in this post is determined by the drive, interest and determination of the person to bring to our 
centre.  

 

Skills Essential Desirable Method of 
Assessment 

1. 
Excellent organisational skills and attention to detail; 

X  AIT 

2. 
Time-management skills and the ability to work under pressure; 

X  AI 

3. 
Problem-solving skills and diplomacy; 

X  AI 

4. Strong communication, teamwork and negotiation skills X  AI 

5. Promotion and marketing skills X  AI 

6. 
The ability to manage budgets and achieve high return on 

investment; 
 X AI 

7. 
A flexible and adaptable approach. 

X  AI 

8. Customer service and interpersonal skills X  AI 

9. Communication Skills X  I 

10. 
Ability to manage multiple projects independently & prioritise 

effectively 
X  AI 

     

Experience/knowledge Essential Desirable Method of 
Assessment 

1. Event management experience X  AI 

2. Portfolio of previously managed events  X I 

3. MS Office proficiency X  AT 

4. Experience of non-profit/community organisations  X AI 

5. Experience of working/liaising with volunteers  X I 

6. Experience of fundraising  X AI 

7. Experience and success with funding bids  X AI 

8. Knowledge of operating all forms of social media X  IT 



     

Education and qualifications Essential Desirable Method of 
Assessment 

1. 
Qualification in Event Management or related field 

 X A 

2. GCSE Maths & English Grade C or above X  A 

3. Experience in a paid special events, marketing and website 
management position.   

 X AI 

     

Behavioural And Other Related Characteristics Essential Desirable Method of 
Assessment 

1. Self-motivated X  I 

2. Resilient and determined to overcome obstacles X  I 

3. Able to work flexibly and creatively   X  I 

4. Conscientious, reliable and good attention to detail X  AI 

5. Able to share excitement and ideas to enthuse others X  I 

6. Able to work as part of a team as well as independently X  AI 

7. Awareness and understanding of the history, vision and purpose of 
HEART 

X  I 
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