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JOB DESCRIPTION 
 

Job title:  Events Co-Ordinator  
 
Responsible to: Director of Communications, Admissions and Development 
 
Responsible for: N/A 
 
 

1. Purpose of the Job 
Work with the Deputy Head of the College, Head of Prep and Director of 
Communications, Admissions and Development to ensure all school events 4-18 
are correctly resourced, run smoothly and are successful.   

 
This is a ‘hands on’ role, which requires flexibility, working both independently 
and as part of the Communications, Admissions and Development team with 
changing priorities.  
 
A high quality, courteous and friendly service is expected by the College for both 
internal and external customers. 

 
2. Frequent working contact with:  
Director of Communications, Admissions & Development and team, the Deputy 
Head, the Head of Prep, Deputy Head of Prep, the Estates Manager and team, 
the Kitchen Manager, IT Services, on-site cleaning contractors, the Chairs of the 
School’s Parent Associations, teaching and support staff, local licensing authority, 
general contractors and visitors. 

 
3. Key Tasks 

 
Event Management 

• Work with the Deputy Head of the College, Head of Prep and Director of 
Communications, Admissions and Development to ensure all school events 4-
18 are correctly resourced, run smoothly and are successful.  To include: 
assemblies, parents’ evenings, Ministry events, Parents’ Association events, 
Open days, entrance assessments, pupil recruitment events, visiting groups, 
social and cultural events, Alumni and Development events. 

• Attend the main College calendar planning meetings to ensure that there are 
no date/venue clashes. 
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• Liaise with event leaders to discuss and act upon requirements to deliver 
successful events on the school premises and at external venues when 
required.  This will include help with set up and clear up requirements 
through liaison with the Estates Manager, to include hands-on logistical 
support when necessary, catering, IT and maintenance support, parking and 
parking signage as well as organisation of cleaning support where necessary.  

• Arrange hospitality for events, which includes maintaining adequate stock 
levels of beverages, purchasing, stocktaking after events, pricing, and 
assigning costs to the correct Departmental budgets following the College 
accounting procedures. 

• Supervise all aspects of events to ensure high standards of operation as well 
as a safe environment.  Hold or be willing to undertake an IOSH Health and 
Safety qualification.  

• Attend events if required. 

• Assist with moving of light furniture if required. 

• Where required, meet with all persons responsible, post event, to evaluate 
all aspects of the event and agree on and record recommendations for the 
future. 

• The post holder should undertake regular Fire Marshal and First Aid training 
to deliver the safe management of events. 
 
The Columban Fayre 

• Take a lead role in managing and delivering the annual Columban Fayre 
fundraising and community engagement event.  

• This includes bookings and liaison with external vendors – an average of 50 
stalls are rented to external vendors. The Events Co-ordinator is responsible 
for ensuring there is variety amongst them and that all stalls have the correct 
insurance and certification (food stalls only) to be selling their goods. 

• Liaise with Prep and Senior Schools to make sure that pupil, House and Bottle 
stalls are correctly set up and run. 

• Manage staff and parent helpers in various roles.   

• Organise a fundraising raffle and auction. 
 
External hire and lettings 

• Take a leading role in supporting all external hire and lettings customers.   

• To include facilitating, catering, cleaning and security requirements as well as 
ensuring all necessary licences and insurance applications/certificates are in 
place. 

 
Other 

• Undertake the BIIAB Level 2 Award for Personal Licence Holders in order to 
work with the council as a Personal Licence Holder and the school’s 
designated Premises Licence Officer.   

• Fully understand and implement the statutory law regarding alcohol and 
entertainment licencing on the school premises.  Ensure all school activities 
and events that operate outside of the normal licencing hours, have the 
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required permission and temporary licences from the local council. 
Communicate effectively with the school’s neighbours so that they are 
alerted at least two weeks in advance of such school activities taking place. 

• Where required, meet with all persons responsible, post event, to evaluate 
all aspects of the event and agree on and record recommendations for the 
future. 

 
4. Generic Responsibilities 

• Responsibilities carried by all Support Staff in the College comply with the 
contract of employment.  

• Adhere to Catholic School contractual obligations and expectations regarding 
support for the College’s essential ethos as set out in the contract of 
employment. 

• To follow College Safeguarding and Child Protection policies 

• To play a full part in the life of the College community to support its 
distinctive mission and ethos and to encourage staff and students to follow 
this example. 

• Any other work as reasonably requested by the Director of CAD, Bursar or 
Headmaster 

 
Skills and experience required: 

• Events management – including budget management. 

• Communications skills – good writing skills, persuading and influencing 
skills, ability to deal with people of all levels.   

• Good organisation and planning skills – needs to demonstrate strong 
ability to plan and organise own work, to be capable of managing projects 
to conclusion with advice and guidance, to be able to manage conflicting 
demands on time and prioritise work to ensure the key aims are 
achieved.  

• Team-working skills – needs to demonstrate the ability to work effectively 
as part of a team 

• Customer focus – needs to demonstrate the ability to understand the 
“customer” and how to deal with them to achieve the best outcome for 
St Columba’s. 

 
General knowledge and technical skills: 

• Good knowledge of MS Office including Excel – intermediate level (essential) 

• Understanding of databases, and preferably experience with database 
management 

 
Safeguarding Children 
The appointee’s responsibility for promoting and safeguarding the welfare of 
children and young persons for whom s/he comes into contact will be to adhere to 
and ensure compliance with the School’s Child Protection Policy at all times.  If in the 
course of carrying out the duties of the post the appointee becomes aware of any 
actual or potential risk to the safety or welfare of children in the School s/he must 
report any concerns to the Designated Senior Leader. 
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Additional Information  
 
The Role  

• Full time position, 52 weeks per annum including Inset days and the annual 
Columban Fayre 

• 25 days’ annual holiday entitlement, plus 8 bank holidays and up to 3 
discretionary, non-contractual days between Christmas and New Year 

• Full time salary will be in the range £25,835 to £27,652 gross per annum 
dependent upon skills, experience and qualifications   

• Free lunches during term time 

• Contributory Pension Scheme to which the College contributes 6% 

• Free car parking on site 

• Use of the College Fitness Suite outside of school hours 

• Access to confidential 24-hour counselling helpline 

• Cycle to Work and Tech Schemes 

• Eye Care Vouchers 

• Support with professional development 
 
 
Working Time  
35 hours per week, with core hours being Monday to Friday 8 am to 4 pm during 
term time and 9 am to 4 pm in the College holiday periods, inclusive of a one-hour 
unpaid lunch break each day. These times are approximate and will need to be 
flexible to support the Events calendar. There will be a requirement for evening and 
weekend working to support College events but time off in lieu (TOIL) can be taken 
in line with the College TOIL policy.  
 
This job description contains an outline of the typical functions of the job and is not 
an exhaustive or comprehensive list of all possible job responsibilities, tasks, and 
duties. The job-holder’s actual responsibilities, tasks, and duties might differ from 
those outlined in the job description, and other duties commensurate with this level 
of responsibility may be either permanently or temporarily assigned as part of the 
job.  
 


