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Job Description
Events Officer (Maternity Cover)
Salary:	Level 5

Reporting to:	Marketing and Communications Manager


Role Purpose:
The Sheffield College is a large, vibrant and diverse further education college and we are proud of how the College contributes to meeting local skills needs and transforms lives through learning.  
We have high aspirations and standards for ourselves, and our learners and this role will be a key one in supporting the College’s mission to be consistently great and to ensure we continue to be recognised as an anchor institution in the region.
This role is pivotal in supporting our ambitions to put our students at the heart of everything we do.
The current key objectives for the role include:
· Celebrating the successes of our incredible students and staff
· Achieving recruitment and growth targets for funding streams, with a key focus on the region’s priority sectors
· Continuing to drive our students first ethos, putting them at the heart of everything we do
· Working as part of the college team to support excellent Teaching, Learning and Innovation
· Championing the college’s Equality, Diversity and Inclusion priorities in all that you do

Main Responsibilities:

As a member of the Marketing and Communications Team reporting to the Marketing and Communications Manager, this post will contribute to the department and the college’s common goals. 
To achieve this, specific duties include, but are not limited to:
· To lead and co-ordinate the events function and lead on the requirements for each project to include where necessary, stand design, build, set-up, attendee management, production of marketing materials, display and AV requirements, advertising and promotion, sourcing of guest speakers, transport, catering, event hosting and overall event budget management
· To lead on core college events including the event management, promotion and set-up of events such as open days, award celebrations, employer events and staff conferences
· To create and review risk assessments for college events organised by the Marketing and Communications Team
· To liaise with senior staff and curriculum areas to ensure their events requirements are met
· To assist and provide event support in collaboration with external partners for on campus and off campus events on external promotions and joint sponsorships that are undertaken with third parties
· Where appropriate, support the Learner Recruitment Team in delivering high quality recruitment events, taster events and UCAS events
· To work as part of a team to manage college social media accounts and drive progress, in line with digital strategy, including maximising event coverage and using events as a platform to create new content (e.g. success stories)
· To take a marketing lead on celebrating and promoting key dates, religious festivals and awareness days from the college’s EDI calendar through internal communications, social media coverage and cross-college events 
· To undertake the writing, editing, and proofing of marketing and event materials, including brochures, flyers, emails, invitations, exhibition materials and commissioning new photography if required, and to manage the relevant production processes through our design function
· To support with the updating of the college websites including uploading events and updating content
· Assist with conducting market research surveys for key events and projects, with the analysis of results
· Develop and maintain a variety of databases of enquiries, contacts, courses, and information collected from/for marketing and other events in line with GDPR regulations
· Prepare documents using a variety of different sources and presentation methods e.g., word processing, spreadsheets and databases
· To work within the Marketing Team to provide a high-quality marketing service to internal and external customers
· To manage own workload on a day-to-day basis in line with team objectives and assist with workload of others as required as well as providing cover for the team when required
· Deal confidently and effectively with a variety of telephone and personal enquiries (internal and external) and communicate accordingly with all members of the team
· Take responsibility for own Continued Professional Development (CPD) and work with the Marketing and Communications Manager to knowledge share across the team
· Maximise every opportunity to celebrate the successes of the college
· Explore and implement technologies to drive efficiencies within marketing and events
· Ensure the college’s approach towards equality and diversity is embedded within marketing and events
· Actively engage with customers to obtain feedback on event activity
· Effectively engage with relevant managers and staff as appropriate to ensure the delivery of the marketing strategy and raise the profile of the marketing team to key stakeholders
· Support with wider marketing duties as appropriate
The portfolio of responsibilities will be reviewed so that it evolves as part of the College’s strategic growth and success.  You will carry out other duties as may be commensurate with the post which do not change the character or purpose of the post which are necessary to maintain high-quality standards of business practice.

Line Management and Cross College working
This post does not currently have any direct reports. 
You will be part of the Marketing and Communications Team and will need to work collaboratively with members of other teams across the college to support the delivery of the college’s strategy and objectives.
You may be required to participate in cross college teams and working groups on key projects. You will be required to attend relevant internal meetings. This could involve preparing presentations as appropriate.

Other Responsibilities
· To act as a role model to colleagues and students, ensuring that the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
· To proactively promote and support the College to fulfil its statutory, corporate and moral responsibilities regarding Safeguarding, EDI, General Data Protection Regulations, Audit and Health and Safety
· Maintain a safe and healthy working environment in accordance with the college’s Health and Safety policies and procedures, in association with other colleagues and managers
· Ensure that all relevant work activities underpin the college’s commitment to safeguarding children and vulnerable adults
· To proactively engage in sector developments and news to ensure you are up to date with the changing FE sector landscape













Events Officer
Person Specification
	Experience 
	Essential 
 
	Experience of building successful working relationships and partnerships

	
	Essential 
	Consistent high performer, with a strong track record of performance/achievement throughout career

	
	Essential
	Experience of working in a fast-paced marketing or events role

	
	Essential
	Experience of hosting and planning events for a range of markets

	
	Essential
	Experience of planning and executing advertising campaigns

	
	Essential
	Experience liaising with key agencies e.g. print, design and media buying

	
	Essential 
	Experience managing websites using CMS

	
	Essential
	Experience of producing high quality content e.g. video, written, imagery

	
	Essential
	Experience of e-marketing, including related software e.g. Mailchimp

	Qualifications
	Essential 
	Degree level qualification or relevant work experience 

	
	Essential
	Level 2 Maths and English or equivalent

	
	Desirable
	Relevant professional qualification in marketing, events or other relevant field  

	Knowledge
	Essential 
	Strong knowledge of event planning and management techniques

	
	Essential
	Strong knowledge of social media platforms 

	
	Essential
	Knowledge of a range of Content Management Systems (CMS) 

	
	Essential
	Knowledge of market research techniques

	
	Desirable
	Knowledge and understanding of the post-16 education sector

	Skills
 
	Essential 
 
	Excellent communicator, verbally and in writing

	
	Essential 
	Ability to work well as part of a team

	
	Essential
	Strong copywriting and proof-reading skills, with a high level of written English

	
	Essential
	Highly organised

	
	Essential 
	Highly creative and innovative

	Behaviours
	Essential 
 
	Personal values align with the college values

	
	Essential
	Personal commitment to Safeguarding, Equality, Diversity and Inclusion and continuing professional development

	
	Essential
	Evidence of a solutions focussed mindset/approach

	
	Essential
	Demonstrates resilience.  Ability to work calmly under pressure

	
	Desirable
	Able to act with a high degree of autonomy and initiative and work flexibly to achieve outcomes
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