Events Assistant

Job description 

As well as our regular calendar of events and activities that run each month, we are hoping to increase our scope for one-off events, and their capacity for fundraising. This role will support staff in the creation and delivery of events, assisting with brainstorming, publicity, logistical preparations, and facilitation of the actual event.

This role requires a monthly commitment of approx 6 hours (including events themselves), enthusiasm and energy, and an interest in expanding the services the Centre provides through a range of events.


Examples of recent events at the Centre include the LGBT Film Night in November, and the Christmas Carols Afternoon in December – see website for more details! 
Person Specification

Education/Training

- Numerate and Literate

Experience

- Previous experience of organizing events and/or fundraising an advantage 

- Working with various media channels to publicise and advertise

Knowledge/Technical Skills

- Good computer skills, including creating publicity documents in eg Microsoft Publisher or equivalent 

- Broad range of ideas for events, suitable for the whole community

Personal Skills

- Enthusiasm and commitment to creating successful, brilliant events!

- Good communication skills, both verbally and in writing

- Ability to work as part of a team, working closely with your supervisor as well as using own initiative 
- Confidence to approach and persuade people to contribute to events

