
	Post Title:
	Advertise Blackpool - Administration And Events Support Officer

	Directorate:
	Places

	Division:
	Commercial Services

	Section:
	AdvertiseBlackpool

	Reports To:
	Head of Commercial Services

	Location:
	57 Cookson Street, Blackpool / PrintBlackpool offices
Blackpool, 

FY1 3DR

	DBS Status:
	Basic Check

	Grade:
	Grade E


	Role Purpose

	To manage the administrative and finance function within the Council, including systems, for AdvertiseBlackpool and Council Public Events Governance Team.


	Main Duties and Responsibilities

	Key duties:

1. Organise and monitor support systems, procedures and policies;

2. Provide support, advice and guidance on administrative issues to senior staff and others;

3. Liaise with other staff, external agencies and business customers for both events and AdvertiseBlackpool activities.
4. Develop and maintain information systems for both Council Public Event Governance and AdvertiseBlackpool;

5. Undertake analysis and evaluation of data, and produce ad hoc detailed reports and information;

6. Responsible for completion and submission of forms, returns etc., including those to outside agencies;

7. Maintain confidentiality and where required adhere to safeguarding procedures.
8. To assist the Public Events Governance Manager with diary and meeting management, occasional event site attendance and the inbound event enquiries for Council owned land.
Individuals in this role may also:

1. Produce, and respond to, correspondence; including monitoring and maintaining the Councils Event email inbox and calendar.
2. Assist in the management and monitoring of financial processes and budgets; including raising purchase orders and invoice internal and external business customers.
3. Assist with and facilitate outbound marketing and promotion campaigns for AdvertiseBlackpool.
4. Responsible for ensuring the selection, ordering and storage of supplies within a budget.
5. Organise meetings and take notes, prepare minutes, prepare agendas, collate documents for circulation


	Service Specific Information

	The postholder will play a key administrative role in the development of AdvertiseBlackpool and its relationships with PrintBlackpool and Council Public Event Governance.


	Qualifications
	Essential or Desirable 
	E/D

	Level 2 (GCSE Grade A-C or Grades 4-9) or equivalent qualification including functional skills, in English and Maths
	E


	Knowledge, Skills and Experience 
Required
	Essential or Desirable 
	E/D

	Substantial knowledge and experience of developing and managing relevant administrative/finance systems and specialist ICT packages.

Good interpersonal/communication skills.
Experience with commercial advertising, marketing or events
	E
E

D


	Vision and Values

	Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.
Our Priorities

We have two priorities:
· Priority one - Communities: Creating stronger communities and increasing resilience.
· Priority two - The Economy: Maximising growth and opportunity across Blackpool.
Our Values

We aim to:

· Deliver quality 

· Be fair 

· Be accountable 

· Be compassionate 
· Be trustworthy


	Equal Opportunities: 

We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.


