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Job Profile
	Reference Number
	TO BE COMPLETED BY JEGS / HR

	Role Title
	 Events Manager

	Grade 
	

	Directorate
	Growth

	Service Area
	Culture, Policy & Events

	Reports to
	Assistant Director of Culture, Policy & Events


	 

	



	Role Purpose (maximum of 3 points, with no sub bullet points)

	· Lead the development and delivery of a high-quality programme of strategic events that support the priorities of the Culture, Policy & Events Service and the Council's wider Growth ambitions. This will include cultural and sector development events, business and investment events, conferences, profile-raising activity and other events commissioned or led by the service, using events to showcase Bradford, strengthen key sectors and support the district's growth, regeneration and investment ambitions.

· Lead the development of Bradford's Conference & Events function, working with the Assistant Director to establish and grow a coordinated district-wide offer. Proactively identify, attract and develop conference and event opportunities, manage enquiries and prospective business, and develop compelling pitches and proposals that position Bradford as a destination for regional, national and international conferences and events.
· 
Build strong partnerships with Council-owned and independent venues, cultural organisations, businesses, event organisers and other stakeholders to strengthen Bradford's conference and events offer. Develop collaborative and commercial opportunities, including appropriate income and commission models, that increase event business, visitor spend and economic impact while enhancing Bradford's profile and reputation.









	Duties and Responsibilities (maximum of 15 points, with no sub bullet points)

	· Lead the development, planning and delivery of a high-quality programme of strategic events supporting the priorities of the Culture, Policy & Events Service and the Council's wider Growth ambitions, including cultural, business, investment, sector development and profile-raising activity.

· Lead the development of Bradford's Conference & Events function, working with the Assistant Director to establish and grow a coordinated district-wide offer that positions Bradford as a competitive destination for conferences, business events and major gatherings.

· Proactively identify, attract and develop new conference and event opportunities, managing enquiries and prospective business from initial lead through to proposal, venue identification and conversion.

· Build and maintain strong relationships with Council-owned and independent venues, cultural organisations, businesses, event organisers, conference organisers and strategic partners to develop Bradford's conference and events offer and maximise opportunities across the district.

· Develop compelling proposals, bids and partnership opportunities that showcase Bradford's venues, assets and wider offer and support the attraction of regional, national and international conferences and events.

· Develop commercial opportunities associated with conferences and events, including appropriate commission, partnership, sponsorship and income-generating models, ensuring effective processes and value for the Council and its partners.

· Lead the planning, project management and delivery of events within the service's programme, ensuring activity is delivered to a consistently high standard, within agreed budgets and timescales, and achieves its intended strategic outcomes.

· Manage project and event budgets, procurement and resources, ensuring robust financial management, effective use of resources, contractual compliance and value for money.

· Produce and oversee appropriate event documentation, including event management plans, risk assessments, safeguarding arrangements, licensing, emergency procedures and safety plans, ensuring activity meets relevant statutory and regulatory requirements.

· Work collaboratively with emergency services, statutory agencies, Council services, venues, suppliers and contractors to ensure events are safe, compliant, accessible and professionally managed.

· Lead operational delivery where required, including logistics, supplier coordination, audience and delegate management, event control and duty management, responding effectively to operational issues and changing circumstances.

· Commission and manage suppliers, contractors and specialist event services, establishing clear requirements, monitoring performance and ensuring services are delivered effectively and in accordance with Council procedures.

· Work collaboratively with marketing, communications, place, culture, visitor economy and other relevant colleagues to maximise the profile, reach, attendance and impact of conferences and events and ensure activity contributes to wider Council priorities.

· Monitor, evaluate and report on the performance and impact of events and the Conference & Events function, including attendance, enquiries, conversions, income, stakeholder feedback and economic impact, using insight to inform future development and demonstrate value.

· Represent the Council and Bradford at relevant industry events, networking opportunities and stakeholder forums, developing relationships and promoting the district as a destination for conferences, events, culture, business and investment.



	Dimensions of role (direct or indirect as applicable) e.g. total number of staff managed, total budget, total scope of role

	
No direct line management responsibility: Responsible for coordinating and influencing project teams, contractors, suppliers, venue staff, volunteers and partner organisations as required to deliver conferences, business events and other events.

Budget Responsibility: Variable project and event budgets.  Responsible for the development, management and monitoring of event and project budgets, ensuring delivery within approved financial parameters and achieving value for money. Budget values will vary depending on the scale, nature and funding arrangements of individual events and programmes.

Scope of Role: Responsible for leading the development, attraction, planning, coordination and delivery of conferences, business events and other strategic events that support economic growth, business engagement, destination promotion and place profile objectives. The role involves working across Council services and with a wide range of public, private and third sector stakeholders, venues, organisers, suppliers and partners to secure opportunities, deliver successful events and maximise economic and commercial benefits for the district.
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 Person Specification
	Knowledge / Skills / Experience required

	Experience
· Demonstrable experience of developing, planning and delivering high-quality events within a public sector, cultural, commercial or similarly complex environment.
· Experience of developing and delivering a diverse programme of conferences, business events and other events, including operational planning, infrastructure, logistics and successful on-site delivery.
· Experience of identifying, developing and securing conference, business event or other event opportunities, including contributing to business development and converting opportunities into successful delivery.
· Experience of developing event proposals, bids, pitches, sponsorship or partnership opportunities and working collaboratively with stakeholders to achieve positive outcomes.
· Experience of building and maintaining effective relationships with venues, event organisers, businesses, cultural organisations and a broad range of public, private and third sector partners.
· Experience of identifying and developing commercial and income-generating opportunities associated with events, sponsorship, partnerships, conferences or venues.
· Experience of managing and motivating staff, project teams, suppliers and contractors to deliver high-quality outcomes.
· Experience of managing event or project budgets and delivering activity within agreed financial parameters.
· Experience of procuring and managing goods, services, suppliers and contractors in accordance with organisational policies and procedures.
· Demonstrable project management experience, including managing multiple priorities, deadlines and stakeholders and resolving complex operational issues.
· Evidence of communicating effectively and confidently with members of the public, meeting the requirements of the fluency threshold specified under Special Knowledge.
Knowledge
· Comprehensive knowledge of professional event management and production, including the planning, coordination, delivery and evaluation of conferences, business events and large-scale public events.
· Strong understanding of the conference and business events sector, including the processes involved in identifying, developing, bidding for and securing event opportunities.
· Knowledge of how conferences and events contribute to place marketing, visitor economy growth, business engagement, inward investment and wider economic development objectives.
· Sound knowledge of commercial and financial principles relating to events, including budgeting, pricing, sponsorship, partnerships and income generation.
· Knowledge of financial management processes, including budget preparation, monitoring, forecasting and achieving value for money.
· Strong knowledge of health and safety legislation, event safety management, safeguarding, licensing, risk assessment and emergency planning requirements.
· Knowledge of procurement and contract management processes, including commissioning services, managing suppliers and ensuring compliance with contractual obligations.
· Understanding of effective partnership and stakeholder management across public, private and third sector organisations.
· Knowledge of project management principles, methodologies and approaches relevant to the successful delivery of events and programmes.
· Understanding of event evaluation techniques, including measuring attendance, economic impact, stakeholder satisfaction and return on investment.
· Knowledge of information governance, data protection requirements and the effective use of digital and project management systems.
Skills
· Ability to develop, plan and coordinate complex events and programmes, ensuring successful delivery against agreed objectives.
· Strong business development and opportunity development skills, including preparing proposals, bids and presentations.
· Effective stakeholder engagement, negotiation and relationship management skills.
· Strong commercial awareness with the ability to identify and maximise income-generating opportunities.
· Ability to lead, motivate and coordinate staff, suppliers, contractors and project teams.
· Strong financial and budget management skills.
· Excellent project management and organisational skills, with the ability to manage competing priorities and deadlines.
· Strong analytical and problem-solving skills, with the ability to interpret complex information and make informed decisions.
· Effective verbal and written communication skills, including delivering presentations and engaging confidently with a wide range of audiences.
· Competent IT and digital systems skills, including the use of event management, project management and business information systems.




	Key benchmarked competencies, traits and motives required to successfully deliver the role. These will support recruitment, succession planning, development and performance management 
	Essential

	Health and Safety
	Uses knowledge of Health, Safety policies, procedures and regulations including risks in own area of work
	X

	IT Packages
	Uses a range of complex IT packages relating to area of work
	X

	Service Improvement
	Ability to adopt a process of continual improvement and suggest ways of working more efficient and effectively to improve service delivery
	X

	Continued professional Improvement
	Carries out a variety of working practices, applies complex regulations, rules, procedures and processes across a technical /specialist area
	X

	Communication
	Knows and understands how to use, interpret, handle and communicate, often complex and detailed information, and relay it to service users/stakeholders in writing and/or over the telephone / face to face.

	X

	Numeracy & Literacy
	Demonstrates a high level of numeracy, literacy and accuracy across a range of activities
	X

	Relevant Professional Qualification
	Degree-level qualification in Events Management or a related discipline, or extensive recent and demonstrable experience of developing, securing, managing and delivering conferences, business events, festivals or other high-profile events within a public sector, commercial, cultural or similarly complex environment.

	X

	Communicates Effectively
	Covers a range of spoken and written communication skills required as a regular feature of the job. This includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information.

	X

	Carries Out Effective Decision Making
	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  This includes planning and organising, self-effectiveness and any requirements to quality check work.

	X

	Undertakes Structured Problem-Solving Activity
	Covers a full range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. This includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships.

	X

	Operates with Dignity and Respect 
	Covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.

	X

	Operates with Strategic Awareness
	Our managers work with corporate priorities and policies in a joined-up way with others, internally and externally. Works democratically, transparently and accountably.

	X

	Applying Project and Programme Management 
	Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning

	X



Applicants with disabilities are only required to meet the essential special knowledge requirements (clearly marked)
	
	Completed by:

	
	Date:
	

	Quality checked:

	
	Date:
	



Assistant Director of Culture, Policy & Events
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City of Film
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Events Manager (Vacant)
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