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Job Title: Events Assistant (initially part-time)
Springfields Events & Conference Centre is looking to recruit a part-time Events Assistant to join its event operations team. This role requires someone who has complete flexibility to work as and when required throughout the week (including weekends and evenings). Initially, this will be an annualised hours contract, with average working hours around 10-12 hours per week, but may lead to a full-time role in the future. Candidates should have a good knowledge of AV technology or be willing to undertake suitable training. Dependant on the successful candidate’s skills and experience additional hours may be available working on maintenance projects in Springfields Festival Gardens.
Main Duties:
· Setting up of Events Centre halls for shows, conferences, parties, meetings etc. This includes moving chairs and tables, laying and vacuuming carpets, setting up stages and dance floors and all associated event operational activities. Also preparing any AV or PA equipment needed.
· Clearing up after events, ensuring facilities are clean and tidy and that all furniture items are re-set or stored as appropriate.
· Other duties as and when required (including on some occasions the servicing of the general toilet facilities, the staff toilets and the staff room).
This post reports to the Centre Manager.
Personal Skills & Attributes:

· Once trained as a key holder, the Events Assistant needs to be totally reliable with a flexible approach to work duties and the variable hours. 

· Be able to cope with the physical demands of the role including working on steps and ladders.
· Be able to work as part of the Events Operations Team or on their own.

· Live locally or have their own transport.

· Have a pleasant personality and be capable of dealing with clients’ requirements.  

· Be willing to undertake any duties that will enhance the service reputation of the Events & Conference Centre.

Salary: Dependant on hours worked, the annualised salary would be circa £6,500 per annum.
Hours of Work: As required. Working hours schedule to be agreed with the Centre Manager dependant on event bookings and other colleagues working days.
Holidays: Holiday entitlement (pro rata dependant on working hours) is 20 days per year in the first full year, excluding public holidays, rising by one day a year to the maximum of 23 days after 3 years. 
Pension Scheme: Springfields operates a scheme as required by the Government’s auto-enrolment regulations.
THE EMPLOYMENT CONTRACT FOR THIS POSTION WILL BE SUBJECT TO THE APPOINTED PERSON FULFILLING 3 MONTHS SATISFACTORY SERVICE. A FULL LIST OF TERMS & CONDITIONS WILL BE INCLUDED IN OUR CONTRACT OF EMPLOYMENT. 
APPLICATIONS: Suitably qualified applicants should initially forward a CV to Amanda Collett, Centre Manager, Springfields Events & Conference Centre, Camel Gate, Spalding PE12 6ET or email to: events@springfields.net  

Advert dated 18th July 2023. 


