
	 Post No:
	

	Post Title:
	Tourism and Events Support Officer

	Directorate:
	Office of the Chief Executive

	Division:
	Place and Culture

	Team:
	Tourism

	Contract
	Seasonal 

	DBS Status:
	NA

	Grade:
	Scale 2 - £24,793 - £25,185 



	Role Purpose

	· To provide administrative and organisational support to the council’s tourism and events activities
· To provide marketing and social media support for tourism and events activities
· To apply a constructive and positive attitude when dealing with the event organisers, businesses, colleagues, elected members and partners



	[bookmark: _Hlk193270648]
 Main Duties and Responsibilities

	· To carry out day-to-day administration tasks in support of the Fylde events programme, including both in-house and third-party events, assisting in meeting deadlines and responding to requests from stakeholders as directed by the Tourism Officer.
· To assist the Tourism Officer in communicating with third party event organisers and to provide practical administrative support to the Fylde Council events team in delivering Council organised events.
· To assist with preparing and updating content for the Discover Fylde website and social media channels, handling routine requests from officers and elected members within defined guidelines and referring any complex or contentious matters to the Tourism Officer, working with the Communications team to support timely and accurate publication.
· To communicate clearly and professionally, providing straightforward information both orally and in writing to staff, elected members and external organisations as required, escalating any matters outside of routine enquiries to the Tourism Officer.
· To provide practical on-site assistance at events throughout the tourism season, which will require flexible working including evenings, bank holidays and weekends on a regular basis.
· To undertake training and other duties commensurate with the grading and responsibility of the post.


	Qualifications

	Please mark which are Essential (E) or Desirable (D)

	· GCSEs in English and Maths (or equivalent) (E)
· Website hosting / management (D)


	Knowledge, Skills and Experience

	Please mark which are Essential (E) or Desirable (D)

	· Excellent understanding of the MS Office Suite (E)
· Good written and verbal communication skills (E)
· Ability to manage own workload and prioritise tasks under guidance (E)
· Experience of using social media platforms for professional or organisational purposes (E)
· Ability to deal with a diverse range of customers and clients (E)
· Ability to work to deadlines and targets (E)
· Experience of working within a tourism or events environment (D)
· Experience of working with elected members (D)
· Experience of working with a wide range of stakeholders and event organisers (D)





	COMPETENCIES 
(All competencies listed are essential to the post)   
	METHOD OF ASSESSMENT

	CUSTOMER FOCUS
· Treats employees as customers
· Puts the customer first and values the customer in everything they do
· Is professional, polite and friendly at all times
· Appreciates the customer is the only reason there is a job
· Challenges whether the existing ways of doing things meet customer need
	
Application form / interview

	WORKING TOGETHER 
· Promotes effective working across different service areas
· Accepts and provides constructive challenge
· Is an effective team player
· Demonstrates the ability to learn from others
· Focuses on solutions rather than problems
· Works with others to deliver great performance
	
Application form / interview

	EFFECTIVE COMMINCATION 
· Clearly explains the reasons for decisions made
· Open, honest and transparent in all communications
· Champions success at every opportunity
· Demonstrates the ability to listen and understand
· Never ‘bad mouths’ the organisation
· Contributes to feedback and engagement at work
	
Application form / interview

	PRIDE & INTERGRITY
· Demonstrates enthusiasm and personal commitment
· Takes pride in working for Fylde Council
· Enjoys the work they do in their chosen career
· Has respect for others at all times
· Appreciates and values the opinion, interests and views of others
· Always represents Fylde in a positive manner
	
Application form / interview

	STRONG LEADERSHIP MANAGEMENT 
· Is always accessible and approachable
· Leads by example and always displays a positive attitude
· Motivates, encourages and supports others to achieve their best
· Has a strong focus on doing what is best for the organisation
· Manages change as part of the ‘day job’
· Makes creative suggestions about how to do things better
	
Application form / interview




