Events Support Officer Children and Learners Team in the Government Office for the North West
Secondment 37 hours per week until 31 March 2010, this may be extended subject to further funding

Salary up to     £23,000
Location: 
   City Tower Manchester

Closing Date:   23 September 2009
Interview Date: TBC
An exciting secondment opportunity has arisen in the Government Office for the North West for an Events Support Officer based within the Children and Learners team.  We are looking for an individual to support the policy leads with the organisation of events, workshops and meetings.  

The successful applicant should have excellent communication, organisation and negotiation skills and be able to deliver in a complex and changing environment.  This is an excellent opportunity to gain experience of working at the regional level.

For an informal discussion contact Christine Whittingham on 0161 952 4126

Please submit a CV and support statement indication your interest in the post by 12 noon on 23 September 2009 to:
Christine Whittingham

15th Floor

City Tower

Piccadilly Plaza

Manchester

M1 4BE

Or email Christine.whittingham@gonw.gsi.gov.uk
Job Description

Job Title:

Events Support Officer

Location:

Government Office North West, City Tower, Manchester

Responsible to:
Business Support Manager Children & Learners Team

______________________________________________________________
Job Summary/Purpose:

The Event Support Officer‘s role is to ensure the smooth running of all the administrative aspects of event management for the policy teams within the Children and Learners team.  The post holder will be expected to work as a member of the Children and Learners team but also be proactive and have proven ability to work autonomously and to act on own initiative when required.  A high level of responsibility is expected as the post holder will manage events, workshops meetings from securing venues, negotiating costs through to supporting colleagues on the day.
Key Responsibilities

Communications

· Develop good working relationships with venues, stakeholders and colleagues.

· Be responsible for gathering information from policy leads and working with venues to ensure delivery of events etc.

· Be responsible for the recording of all events, workshops and meetings on the corporate calendar. 

· Handling enquiries and queries from colleagues and stakeholders
· Deal with ad hoc queries from the team

Co-ordination

· Manage the delivery of events, workshops and meetings

· Arrange passes and badges for visitors

· Ensure papers, equipment and refreshments are supplied

· Greet visitors

· Travel to and provide support at events, workshops and meetings, as required, within the Region. 

· Organise events within the region:-

· Research venues

· Arrange and participate in planning meetings
· Prepare flyers and disseminate information on events

· Liaise with suppliers, speakers. facilitators and delegates

· Prepare delegate packs
· Registration of visitors on the day and attend to any last minute queries, problems or complaints

· Process evaluation forms and provide feedback

· Log any lessons learned to improve service at future events

General & Administrative

· Provide support to GO Early Years policy leads on the collation of Local Authority information to help inform Regional progress reports for Department of Children, Schools and Families and the content for future regional events.

· Prioritise workload, work autonomously and be pro-active

· Maintain databases of regional networks

· Work with VDU equipment and software packages

· Oversee distribution of mail-shots

· Negotiate with suppliers

· Maintain and effective and efficient electronic and paper filing system to track workflow 

· Strive to improve services and systems 

