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Town Hall, Oxford Street, Workington, CA14 2RS
Telephone: 01900 702986
Email: office@workingtontowncouncil.gov.uk
Website: www.workingtontowncouncil.gov.uk


Job Description: Events Officer
Reports to: Chief Officer 
Location: Town Council offices and event sites
Hours: Full-time. 37 hours a week (some evening and weekend work required)
Salary: Scale point 17 - 22 (£31,002 - £33,699) depending on experience.

Job Purpose
The Events Officer will be responsible for planning, coordinating, and delivering the Town Council’s annual programme of events. The postholder will ensure that all events are safe, inclusive, well-managed, and reflect the diverse needs of the community. The role includes securing necessary permissions and licences, developing positive relationships with local organisations, and working with councillors, staff, and community partners to enhance civic pride and participation.

Key Responsibilities
Event Planning and Delivery
· Lead on the organisation and execution of the Town Council’s calendar of events, including cultural and community celebrations.
· Manage event logistics such as site planning, equipment hire, stewarding, and health & safety arrangements.
· Ensure events are accessible, inclusive, and representative of the community’s diversity.

Licensing, Permissions, and Compliance
· Prepare and submit applications for event licences, Temporary Event Notices, road closures, and landowner permissions.
· Ensure all events comply with relevant legislation, including health & safety, safeguarding, and equality duties.
· Liaise with statutory authorities (police, highways, fire, licensing, etc.) to coordinate approvals and safety requirements.

Community Engagement and Partnerships
· Develop and maintain strong relationships with local community groups, businesses, schools, and voluntary organisations to encourage collaboration and participation in events.
· Support community-led initiatives and help groups navigate permissions and processes for their own events.
· Promote volunteer involvement in the Council’s events programme.

Communications and Promotion
· Work with the Council’s marketing agency to publicise events through press, digital channels, and community networks.
· Ensure event marketing materials are accessible and inclusive.

Financial and Administrative Responsibilities
· Assist in the preparation of budgets and manage event expenditure in line with financial regulations.
· Monitor contracts and supplier performance.
· Maintain accurate records, risk assessments, and post-event evaluations.
Other Duties
· Attend evening and weekend events as required.
· Undertake training and development relevant to the role.
· Carry out any other duties commensurate with the grade and nature of the post.

Person Specification
Essential:
· [bookmark: _Hlk210826361]Relevant qualification in event management (level 3 or above)
· Proven experience in planning and delivering public events.
· Knowledge and experience of managing event licensing requirements, including road closures, landowner permissions, and Temporary Event Notices.
· Understanding of health & safety, safeguarding, and risk management in an events context.
· Excellent organisational and project management skills.
· Strong communication and interpersonal skills with the ability to build partnerships.
· Commitment to equality, diversity, and inclusion in event design and delivery.
· Ability to work flexible hours, including evenings and weekends.

Desirable:
· Experience of working within local government or the public sector.
· Budget management experience.
· Marketing and promotion skills.
· Knowledge of the local area and its communities.

Values and Behaviours:
· A positive ambassador for the Town Council.
· Collaborative, approachable, and community focused.
· Committed to delivering high-quality, inclusive, and safe events that celebrate local identity.
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