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	PERSON SPECIFICATION 


	ROLE
Events Officer 
	ESSENTIAL REQUIREMENTS
	DESIRABLE

	
Qualifications
(What qualifications are needed)

	· GCSE or equivalent in English and Maths (A* - C) or equivalent
· A full driving licence is essential

	· Event management or event safety qualification 
· Health and Safety qualification


	

Experience
(What they know)

	· Experience in administrative procedures and Microsoft Office including Outlook, Word, PowerPoint and Excel
· Use of databases
· Fast accurate typing skills
	· Knowledge of the respective roles, responsibilities and relationships with multi-agency partners to ensure the safe and smooth delivery of events.


	
Skills
(What have they done)




	· Good communication and organisational skills
· Ability to deal with the public on the telephone and face to face
· Experience of dealing with difficult people and resolving conflict
· ICT skills
· Problem solver
· Good time management
	· Advanced ICT skills
· Event delivery
· Marketing and promotion


	Personal Qualities 
	· Polite
· Flexible approach to work
· Ability to work on own initiative
· Good team worker
· Tact, diplomacy and excellent interpersonal skills
· Confident manner
· Ability to work under pressure.
· Multi tasker
	· Pro-active to find new ways to improve efficiency
· Ability to work unsupervised

	Motivation & Expectations 
	· High quality standards
· Self-motivated approach to work.
· Able to work evenings, weekends and bank holidays when required to meet the needs of the service.

	

	Behaviours
(Way of thinking and Acting)
	· TEAMWORK – Achieve more by working together
(List attributes i.e. Understands the benefits of working as a team and the fact that it includes the whole organisation not just your team)
· INNOVATION – Seek solutions to deliver services in the best way
(list the attributes i.e. collaborative in their manner, display good ideas).

· EFFECTIVENESS – Focused on achieving results
(list attributes i.e. communicates organised, good problem solver, self-motivated.

· RESPECT – Value the views and opinions of others 
(list attributes i.e. good listening skills, personable).

	

	Overall Appearance 
	· Smart – suitable to deal with the public and senior managers
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