SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

Department
Tourism



Post Sales & Events Officer  
Section
Southport Market


Grade
G 
Location
Southport Market


Post No 
         

Responsible to: Southport Market Manger 
Responsible for:  N/A                                                                                                                                                                                                          
Job Purpose 
Southport Market is a vibrant successful food and drinks venue with flexible events space capable of accommodating a range of events.  Working with the team you will play a leading role in developing an extensive all year around events programme within the Market while also leading on the creation of a new portfolio of event package options to both contribute to revenue targets and to bring in increased footfall.
The ideal candidate will display a passion for the events industry and have a strong track record in sales, event delivery and logistics with an excellent understanding of the hospitality industry including marketing. 
To also ensure The Market is promoted to its target audiences you will oversee the Markets Marketing campaigns to ensure events are attended and footfall generated. 
Main Duties 
Events 

· To curate and co-ordinate an extensive and varied events programme for the venue that will contribute to the overall aims and objectives of The Market such as booking of music acts and events, liaising with promoters, helping to coordinate events calendars including key, culturally relevant dates.
· Work with the Food and Drink operators to develop and manage income and footfall generating events 
· Oversee and manage events when taking place, also acting as the contact for any external event organisers. 
· To achieve the sales targets for events and functions within the Market 
· Work with the Market Manger to manage the events and marketing budget

· Monitor and regularly review competitors to ensure that Southport Market remains competitive as an entertainment and events venue. 
· Work with all Market traders to develop a varied menu choice for events
Sales

· Handling day-to-day enquiries to the required standard, inputting into relevant systems and following procedures in place to win and convert the bookings
· Proactively sell the venue to new clients while implementing account management of existing clients to grow revenue 

· Conducting show rounds to an excellent standard when required, ensuring follow ups are completed and all information is recorded into relevant systems.
· Be the point of contact for all sales leads including private bookings and meetings from the first contact until event evaluation undertaking supervision of organisers and 3rd party contractors. 
· Ensure that sales and pricing strategies are based on commercial judgement through effective analysis and reporting.
· Build external client relationship, especially within Southport and the wider Liverpool City Region in order to build up the reputation of Southport Market as an excellent food and drink venue as well as events space
· Analyse sales activity to inform business decisions while providing regular financial reports Contribute to budgeting process
Marketing
· To carry out a range of marketing and promotional activities including overseeing external marketing appointments 
· To help maintain and update content on Southport Market website and social media platforms. 
· Actively seek and support marketing opportunities for the venue
· Conduct any other duties or assist with any other projects as directed by the line manager.

Special Conditions (if applicable)

The nature of the work will require the post holder to undertake commitments outside normal office hours on a regular basis.  Such a requirement is reflected in the grading of the post and overtime will not be paid, however time off in lieu will be accepted.

Qualifications and Experience

See separate Personnel Specification

General

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time, commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems and to promote appropriate improvements where necessary.

The post holder will be expected to comply with, observe and promote the Equal Opportunities policy of the Council.

The post is customer-facing therefore you must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English.

The post holder must ensure that confidentiality of all information is maintained and that working practices comply with the provision of the Data Protection Act 1998 and General Data Protection Regulations (May 2018).

The Authority has an approved equality policy in employment and copies are available to all employees.  The post holder will be expected to comply with, observe and promote the equality policies of the Council.

Note: 
Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.

Prepared by

Name

Mark Catherall



Designation
Tourism Service Manger 



Date

May 2021 
Personal Specification

	Personal Attributes Required (based on the job outline)


	Essential

(E)

or

Desirable

(D)

	QUALIFICATIONS/TRAINING

1. A degree or equivalent in a relevant discipline.
	D


	EXPERIENCE

1. Experience in the events and sales industry, with preferred experience in food and beverage
2. Experience of marketing activity linked to sales and generation of footfall


	E

D



	SKILLS/KNOWLEDGE/ABILITIES
1. Excellent customer service skills

2. Exceptional organisational skills/ Multitasking. 
3. Networking and negotiating 
4. Highly developed Communication, including listening and presenting ideas to people of all levels and disciplines.

5. Effective negotiation and influencing skills.
6. Excellent written skills and the ability to use Microsoft Office and key accountant management software 


	E

E

E

E
E

E

	OTHER

1. Ability to work as a team
2. Being thorough and responsible in all aspects of the role

3. Flexible approach to working arrangements.


	E

E

E


