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Job Description

Exeter Phoenix

Admin and Events Officer
A full-time post, 37.5 hours per week to include occasional evenings and weekends. 
Salary: £19,500 per annum 
Holiday entitlement: 24 days 
Responsible to: The Visitor Services Manager
Responsible for: Event management support, the development of studio hires, event advancing duties and general office administration.
Principal Duties:
· To assist with event management and provide show advancing support and co-ordination.  

· To work with and assist the Director and Visitor Services Manager in her/his duties

· To manage and develop studio hire and conference bookings

· Studio and equipment set-ups and take downs.
· To ensure all events at Exeter Phoenix have the appropriate and completed booking forms. 
· To co-ordinate and line manage work experience 
· To help ensure the smooth and efficient operation of the building
Specific Duties:

· To operate the studio and auditorium booking system and liaise with hirers and staff and technical team.
· To co-ordinate classes and workshops programme and liaise with tutors.
· To co-ordinate and carry out room and audio-visual equipment set-ups and take downs.
· To maximise income from studio and conference bookings and achieve the annual income target. 
· The production of sales invoices for studio hires using SAGE accounting system.
· To provide administrative support to the Director and Visitor Services Manager.

· To help collate and distribute show advancing information 
· To assist teams with event management duties.
· To Book artist accommodation 

· To Take minutes in Operations meetings, circulating to all relevant parties.

· To undertake stock-taking and purchasing duties for office stationery.

· To oversee office IT systems within the building, acting as first point of call for any problems and liaising with tech support team.
· To field general enquiries from the public on administration and liaise with other members of staff accordingly.

Person Specification
Essential qualities
· Excellent organisational skills – ability to plan ahead

· An entrepreneurial flair 

· Excellent written and verbal communication skills

· Ability to work on own initiative

· Ability to work well in a team

· Ability to set and prioritise objectives and manage a heavy workload

· Adaptable, resourceful and flexible, able to respond to tight deadlines and work well under pressure

· Excellent IT skills 
· Previous relevant experience

Desirable qualities

· A keen interest in and knowledge of the arts and media

· Experience of organising conferences or similar events
· Experience of business development in a sales environment

· Experience of minute taking 

· Knowledge of SAGE accounting system

· Knowledge of current health and safety guidelines

· Knowledge of audio visual equipment

