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Job Description – Activities Coordinator
Location: 		The Space @ Field Lane Community Hub, 
Burnsall Road, Rastrick, HD6 3JT

Hours:			8 Hours/week

Remuneration: 	£12.71/hour
			
Reports to: 		Centre Manager
Core Remit
What is the overall purpose of the role?
Develop and maintain a programme of events and activities generating revenue and increasing occupancy and attendance. 
Key activities and responsibilities
1. Management of grants; applications, delivery, reporting and post delivery evaluation. 
2. Generating revenue and funding streams, selling occupancy of the Centre. 
3. Diary management of the Centre. 
4. Booking liaison with groups/clients and account management. 
5. Marketing the Centre as a venue to external groups. 
6. Create, manage and deliver a 12-month rolling schedule of events and activities to include publicity, feedback and evaluation. 
7. Maintain event and activities budget targeting a minimum of “net zero” cost for each. 
8. Provide reports as required and input into the rolling budget needs. 
9. Supervise and work closely with a student undertaking a placement around social media, marketing and communications.
As the Activities Coordinator you will:
Be flexible and free to work some weekends and evenings, the nature of the role will include supervision during events. 
Be able to multitask with excellent organisational and time management skill. The ability to work proactively and to think “outside the box” with a creative flare is essential. 
Be confident to plan, organise and deliver events from start to finish and be available throughout any event for traders, and members of the public that may require guidance. 
A good communicator at all levels to be confident to liaise with 3rd party organisers, partners and customers in a friendly and confident manner. 
Be able to identify potential funding opportunities, checking the criteria, applying, recording expenditure and clearly report to the funding provider after any event all information that is required – even ways that the events can be improved to attract the whole community. 

The above given information is not exhaustive of the requirements for this role, you will be asked, on occasion to carry out other duties that assist others when required. 
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