
 
 

SCARBOROUGH BOROUGH COUNCIL 
 

JOB DESCRIPTION  
 

 

PARKING, VENUES, LEISURE AND EVENTS  POST NO PN442 
 

Designation:  Events Assistant 

  
Effective from:  April 2021    
 
 

Main Purpose of the Job: 

 
Responsible to the Events and Venues Manager for the development and delivery of 
events across the Borough and to source events for other Council owned venues.   

 

Job Activities 

 
Responsible to the Events and Venues Manager for the following:- 
 
1. Assisting with the organising and delivering of key projects, events and festivals 

including the delivery of major events (e.g. Armed Forces Day, Goldwings, Seafest, 
Kite Festival, Sparkle). 
 

2. Effectively working with a wide range of production partners, external delivery teams, 
stakeholders, partners, funders and event management companies as required, in 
the delivery of professional events, festivals and projects within the Borough. 
 

3. Ensuring that all Council events are delivered to the highest standards of safety, 
offering advice and support on safe event delivery, and ensuring that a safe working 
environment is maintained at all times. 
 

4. Maintaining strong relationships with supporting teams such as licensing, 
environmental health, road traffic teams etc., creating a culture of goodwill for major 
corporate events. 
 

5. Assisting with proactively generating income through the development of 
sponsorship opportunities, the sale of advertising space and of commissionable 
products. 

 
6. Assisting in the development of marketing material for local and regional web-sites. 
 
7. Assisting in the ongoing management of social media activity for the area. 

 
 
 
 

- 2 - 



Post No PN442 

 
8. Assisting with proactively sourcing additional events, outside the main programme,  

for the Scarborough Spa, Whitby Pavilion and the Open Air Theatre; including 
markets and Christmas markets and the development of future events at these 
venues. 

 
9. Providing support to the Operations Manager during events at the Open Air Theatre 

including concerts and free summer events.  
 

10. Undertaking associated administration, in relation to the delivery of events festivals 
and projects. 

 
11. Working closely with the Operations Manager, Deputy Operations Manager and 

Events and Venues Manager in the delivery of marketing campaigns for outdoor 
leisure sites under the Operations Managers control. 
 

12. Assisting tourism businesses to maximise marketing opportunities through the 
development and delivery of key networking events. 
 

13. Representing the Council at event groups, working parties, friends groups and with 
external bodies where necessary. 
 

14. The postholder is required to vary his/her personal working hours according to the 
requirement of the job, which includes out of normal hours working, weekends and 
Bank Holidays, for which no extra remuneration will be paid. 
 

15. Undertaking any other duties that the Operations Manager may require. 
 
 
This is not a complete statement of all duties and responsibilities of this post.  It contains 
only the facts necessary to rate this standard job at the resultant responsibility level. 

 
 



PERSON SPECIFICATION 

EVENTS ASSISTANT 
 

  

ESSENTIAL 

 

DESIRABLE 
 

 

Education and     

Key Knowledge 

      
 

 
Good standard of education. 
 
Sound IT skills and able to effectively 
and innovatively use available 
technology. 
 
Competent in the use of digital 
technologies. 

 
Relevant degree or academic 
equivalent in event 
management, marketing or 
ommunications. 
 
A general knowledge of the 
main issues and challenges 
facing local government. 
 
A sound understanding of 
Health and Safety, insurance, 
licensing and legal obligations 
in relation to events. 
 

 

Relevant Skills and 

Experience 
 

 
Experience of assisting with the 
organising and delivering of 
events/projects. 
 
Ability to prioritise and manage time 
and workloads effectively and work 
under pressure and meet deadlines. 
 
Excellent communication and 
interpersonal skills. 
 
Strong administrative and 
organisational skills including: ability 
to work in a logical manner, attention 
to detail, maintenance of accurate 
records. 
 
Experience of producing publicity 
material. 
 
Experience in the writing of editorial 
copy. 
 
Pro-active; able to self-motivate and 
use own initiative by identifying 
tasks, projects and/or potential 
problems in advance, creating 
solutions and taking ownership of 
outcomes as appropriate.  

 

Previous relevant experience 
in a similar role.  
 
Experience of organising and 
delivering marketing 
campaigns. 
 
Experience of using social 
media and digital marketing 
effectively. 
 
Experience of sales and 
revenue generation. 
 
Experience of developing and 
maintaining partnerships with 
public sector and commercial 
partners. 
 
Experience of dealing with 
community groups, retailers, 
businesses and the public. 
 
Experience of supervising and 
motivating volunteers. 
 

 

 

 

 

 



  

ESSENTIAL 

 

DESIRABLE 
 

 

Key Competencies  

 

Planning and 

Organising 
The ability to plan, 
prioritise and organise 
work activities, 
including ensuring the 
adequate allocation of 
resources. 

 

 
 
 
Prioritises effectively and plans 
ahead to meet deadlines. 
 
Promotes the use of information 
technology to enhance service 
accessibility and delivery. 
 
Has the confidence to take decisions 
appropriate to own level of 
responsibility and authority. 
 
Identifies and evaluates risks, and 
balances these against anticipated 
benefits arising from a proposed 
course of action. 
 

 

 

Innovation and 

Creativity 
The ability to 
challenge the status 
quo, to encourage 
and initiate new 
developments and 
respond to problems 
and opportunities in 
imaginative and 
innovative ways 

 

 

Challenges existing ways of working. 

 

Seeks alternatives and different 
ways towards achieving goals. 
 
Overcomes obstacles to 
implementing new ideas. 
 

Ensures that ideas and innovation 
are agreed, implemented and 
evaluated. 
 

 

 

Work Collaboratively 
The ability to work 
collaboratively, both in 
teams and with 
partners, both inside 
and outside the 
organisation, to 
achieve common 
goals and to improve 
the quality of service. 

 

 
Works collaboratively with other 
business units/departments and 
partners. 
 
Develops networks and works 
collaboratively. 
 
Is an effective team player. 
 
 

 

 

 

 

 

 

 

 

 



  

ESSENTIAL 

 

DESIRABLE 
 

 

Key Competentcies 

Continued 

 

Communication 
The ability to use 
interpersonal skills to 
communicate clearly 
and concisely, 
including the ability to 
recognise and 
understand the 
feelings and concerns 
of others. 

 

 
 
 
 
Contributes effectively in meetings. 
 
Presents information clearly, 
concisely objectively and accurately. 
 
Shares important information 
promptly with all those who need it. 
 
Shows empathy with others’ needs, 
feelings and motivations, and takes 
an active interest in their concerns 
 

 

 

Special 

Requirements 

 

 
Flexible approach to duties, hours 
and location including the ability to 
work flexibly according to the needs 
of the service over the busy summer 
season.  The postholder is required 
to vary his/her personal working 
hours according to the requirement 
of the job, which includes out of 
normal hours working, weekends 
and Bank Holidays, for which no 
extra remuneration will be paid. 
 
Full driving licence. 

 
 

 

Equality 
 

 
Acceptance of and commitment to 
the principles underlying the 
Council’s Equal Opportunities Policy. 
 

 

 
 
 
 


