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NEWTON STEWART

INITIATIVE

working for you




Job Description and Person Specification
Title:  Event support helper  
Salary:  £9.30 per hour. 
Hours:  Part-time 16 hours per week, to be worked flexibly & including occasional evening/weekend work.
Responsible to: Business Development Manager 

Contract: Fixed term based for 13 weeks, commencing from the start of June. 
Location: based within Newton Stewart Initiative Centre but travel throughout the local area might be required occasionally. 
Closing date: 9th of May. Interviews will be held in the middle of May. 
If you have any questions or queries regarding this post, please contact Katrina Dick on 07757 684938 or email info@newtonstewartinitiative.net 

Background to post: Newton Stewart Initiative is a Charity set up with the aim of regenerating Newton Stewart and involving as many local people and groups as possible in this. We aim to develop community facilities, support community led initiatives, business and regeneration projects, youth, arts, wellbeing and sports projects and any other project that benefits the community living and working in and around the town.
We aim to hold several events and fun days during the summer holidays to ensure there are fun things on during the summer for children and adults alike. To do this we need an extra pair of hands during these events. 
Requirements

· Being able to mobilise around various location within the DG8 postcode
· ability to work flexible hours 
· subject to a successful Protecting Vulnerable Groups Scheme application
Duties
· work effectively alongside staff and Trustees to maintain all company administrative processes and pathways and co-ordinate service delivery and activities 

· Support staff and Trustees with event planning as well as being present at events to help ensure the event is a success. 
· Event promotion both on social media and in the Community. 

· Provide support with opening and closing the Newton Stewart Centre

· safe and secure handling of all data 
· Working alongside volunteers and other partners in a positive manner. 
· Basic computer duties such as promotion of events and NSI, securing evidence of event numbers etc. 
· assist with management of general office supplies, equipment and working and adhering to budgets
· any other task necessary to the delivery of service

Person Specification: Essential
· you will be a positive, friendly, and enthusiastic person with a keen eye for detail and have the enthusiasm to ‘hit the ground running’. You will be able to demonstrate a ‘can do’ attitude when working independently or as part of our team. 
· Being interested in and able to work with adults and children of all ages and abilities. 
· there are no formal education requirements for this post, but a keen interest in working in a community setting is essential. 
· Experience working across all Microsoft Applications

· ability to work both alone and as a team, with a wide range of different people. 
· An interest in event planning and management. 
Person Specification: Desirable
· experience of working or volunteering for a voluntary organisation. 
· An interest or passion for developing initiatives for young people and children.

· Community engagement experience. 

· Experience with events management
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