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Job Description

Job title:

Lettings and Events Officer
Grade:


6



Post number:  GLA1501
Directorate:

Resources

Unit:


Facilities Management

Job purpose

To plan, organise and oversee the running of events at the GLA’s locations, and to promote these venues to commercial clients to achieve income targets.  This will include the monitoring of statutory compliance and liaison with clients, production teams and other stakeholders.

Principal accountabilities

1. Act as the first point of contact, co-ordinate and facilitate events for internal and external clients for the GLA at its locations.

2. Oversee the running of all events and activities at the GLA’s locations, taking responsibility for commercial and charity events as well as demonstrations and rallies.

3. Co-ordinate and undertake liaison with key stakeholders, including regular contact with contractors, the neighbours of Trafalgar and Parliament Squares, the Metropolitan Police and other statutory authorities to ensure events comply with relevant regulatory requirements and are well managed.

4. Promote, market and expand the use of City Hall and Trafalgar Square for commercial events to meet budgeted annual income targets.

5. Apply health, safety and security considerations during the planning and implementation of events.

6. Provide information sheets and communicate relevant details to the appropriate teams and contractors.

7. Supervise contractors to ensure all contracted services are co-ordinated for events.

8. Work with internal facility providers to ensure all FM services are coordinated for events.

9. Develop and maintain finance and accounting systems, including the generation of reports.
10. Participate as a member of the command and control cadre for emergencies and incidents and participate in the out of hours Duty Silver and Silver Support Officer management rota for the GLA’s premises at City Hall, Trafalgar Square and Parliament Square Gardens.
11. Carry out the duties of a Greater London Authority (GLA) warranted Enforcement Officer in relation to Trafalgar Square and Parliament Square.

12. Support the development of guidelines, standards and policies to improve the management of events.
13. Preparation of reports for senior staff.
14. Manage staff and resources in allocated to the job in accordance with the Authority’s policies and Code of Ethics and Standards

15. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams.

Key contacts

accountable to:
Facilities Officer – Events and Operations
accountable for:
staff and resources allocated to the job

Person specification

Technical requirements/experience/qualifications

1. Experience of managing events, functions or hospitality services in a high profile organisation or customer led environment.

2. Experience of promoting and marketing high profile venues with a view to extending commercial market activity.

3. A good knowledge of health and safety and statutory legislation in relation to facilities management services, and an ability to promote best practice on environmental and sustainability issues. A NEBOSH national general certificate is desirable.

Behavioural competencies

Problem Solving

….is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions.

Level 1 indicators of effective performance

· Breaks down work issues, seeking further information if necessary

· Provides workable solutions to solve immediate work problems

· Makes suggestions and implements improvements to personal work processes

· Actively supports new initiatives and tries different ways of doing things

· Learns from others’ experiences

Building & Managing Relationships 

…is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals

Level 1 indicators of effective performance

· Builds rapport quickly with people at all levels and from different backgrounds

· Actively listens to others and is open to their ideas

· Identifies and resolves conflict between self and others

· Makes others feel comfortable and respected by being positive and friendly

· Shares information openly with colleagues within and outside own team

Planning and Organising

….is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.

Level 1 indicators of effective performance

· Plans and prioritises own workload to meet agreed deadlines

· Advises colleagues or manager early of obstacles to work delivery

· Perseveres and follows work through to completion

· Checks for errors to ensure work is delivered to a high standard first time

· Effectively juggles priorities

Responsible Use of Resources

….is taking personal responsibility for using and managing resources effectively, efficiently and sustainably.

Level 1 indicators of effective performance

· Demonstrates awareness of the GLA’s commitment to value for money and responsible use of resources

· Works independently using own time and that of others effectively

· Takes action to avoid unnecessary waste and cost

· Reduces personal impact on the environment by reducing use of, reusing and recycling resources

· Shows understanding of relevant budgets and how they apply in own work environment

Responding to Pressure and Change

….is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift.

Level 1 indicators of effective performance

· Stay calm in pressurised and demanding situations

· Responds flexibly to changing circumstances

· Recognises when unable to cope and asks others for help

· Demonstrates openness to changing work priorities and deadlines

· Maintains personal well-being and achieves a balance between work and home life

Communicating and Influencing

….is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

Level 1 indicators of effective performance

· Represents self and team positively within the organisation

· Speaks and writes clearly and succinctly using appropriate language that is easy to understand

· Considers the targets audience, adapting style and communication method accordingly

· Communicates persuasively and confidently

· Checks for understanding

Working Patterns

Flexibility in working hours is essential to the post.  Some weekend and evening work will be required.  The post-holder will be required to participate in a duty manager out of hours on call rota.

Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
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