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Person Specification

	Job title:

	Assistant Group Manager (Events) 

	Job Family/
Grade/Level:
	Physical & Environmental Services / PES 7 / Grade 8

	Summary of role:
	Reporting to the Group Manager, the postholder will be responsible for the development, implementation and delivery of service provision in terms of events. This will include the co-ordination of roads, cleansing and parks services.  In addition, the postholder will support the wider City Services aligned to events and other activities across the City.

· Oversee deployment of operational resources to ensure the appropriate prioritisation of services.

· Manage the “Permission to Use” process allowing events and activities to take place in parks and open spaces.  

· Manage the associated conditions to ensure safe delivery of the event and minimal impact to the local communities.

· Engage with a wide range of stakeholders and partners in relation to events and city services issues across the City.  

· Manage the requirements around roads to support delivery of events

· Implement and monitor Health and Safety compliance with regulations within the area of responsibility.

· Be able to provide detailed and concise reports.

· Be able communicate effectively across a range of staff, stakeholders and customers, with a particular focus on community engagement.

· Identify opportunities for improving service efficiency and effectiveness. 

· Monitor and control allocated event budgets.

· Lead, motivate and develop staff.  

· Undertake any other relevant duties as directed by the Group Manager.





	Criteria
	Essential
	Desirable
	Evidence

	Education, qualifications  & training
	HND or equivalent in an appropriate discipline such as Event Management. 

A full current driving licence.

Health and Safety training such as.

	Degree or working towards a degree relevant to the Post 
	|X| Application Form
|X| Certificates

|X| Licence 

	Skills


	Excellent communication and influencing skills.

Ability to plan, allocate and organise work to provide agreed service and standards. 

Ability to produce written reports.

Ability to undertake verbal presentations to staff and customers. 

Ability to manage a range of competing service and operational priorities.

Political awareness.

	Knowledge of budgetary control

Knowledge of Integrated Management Systems for managing operational services. 

 


	|X| Application Form
|X| Interview



	Knowledge


	Detailed operational understanding of Health and Safety within a large-scale operational environment.

Experience managing a multi tasked manual workforce

Proven experience in supervision and the organisation of an operational multi-skilled workforce
	
	|X| Application Form
|X| Interview



	Other


	Customer focused approach to service delivery.

Resilient approach to dealing with operational barriers to delivering front-line services.
 
Flexible approach to working hours in order to meet the needs of the service. 
	
	|X| Application Form
|X| Interview





	Competencies
	Essential
	Desirable
	Evidence

	
Personal Effectiveness: Decision Making

Level 2

	You use good arguments and reason to negotiate successfully with other people.
 
You involve people in the things that you know they’ll agree on.

You think about the impact of actions on other people.

You anticipate problems and plan, in advance, how to deal with them.

You get other people to make
decisions with you and gain their agreement.
	
	|X| Application Form
|X| Interview



	Personal Effectiveness: Influencing

Level 2

	You use good arguments and reason to negotiate successfully with other people.

You involve people in the things that you know they’ll agree on.

You think about the impact of actions on other people.

You anticipate problems and plan, in advance, how to deal with them.

You get other people to make
decisions with you and gain their agreement.

	
	|X| Application Form
|X| Interview



	
Personal Effectiveness: Communicating

Level 2
	You share relevant and important information on time, with your team.

You’re happy to say what needs to be said, and you’re tactful when you need to be.

You choose the best way of
communicating (such as writing or face-to-face), and use the right words for your audience and situation.

You speak confidently, and hold
people’s attention.

You explain why decisions have been  made and use examples to support them.

You keep yourself and your team focused on the most important things, but let other people express their views.

You ask people questions to check their understanding.

You give a good impression of the Council when dealing with non-employees.

You produce clear, concise and easily understood written communications.

	
	|X| Application Form
|X| Interview



	Providing Excellent Customer Service: Forward Thinking

Level 2
	You look for ways to help other people solve problems and get results.

You’re happy to look into a problem, when other people don’t know the answer to it.

You spot the problems that other people may miss, and take action to stop a situation or crisis from happening.

You think ahead to find new ways of giving customers excellent service.

You form contingency plans, so that people can cope if things go wrong.
	
	|X| Application Form
|X| Interview





	
Providing Excellent Customer Service – Customer Orientation

Level 2

	You follow-up customer requests, to make sure actions are taken and issues resolved.

You measure customer satisfaction to find out what needs to be improved.

You explain to customers, how and why we can’t meet their needs, and offer alternatives.

You change the way you do things, to meet the needs of each customer.

You spot problems and take action, as soon as possible, to stop them getting worse.

You deliver more than you promised, and try to exceed expectations.

You make sure that there is continuity of service, as far as possible.
	
	|X| Application Form
|X| Interview



	
Managing Change – Planning and Delivering Change

Level 2

	You always review performance and recommend ways to improve efficiency and quality, making sure that problems
don’t happen again.

You use the skills of people who you know can take change forward, and make it happen.

You include some flexibility in your change plans, to allow for any unforeseen circumstances.

You regularly check project progress against planned milestones, and know when, and why, you may have to
change those milestones.

You negotiate with the right people to get the resources you need to deliver change.

You actively make changes to the way people work, to improve performance against the Council’s indicators.

	
	|X| Application Form
|X| Interview
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