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Events Manager
Grade:


Grade 8

 
Directorate:

Housing & Land
Unit:
Strategic Projects and Property, joint GLA and 
London Borough of Newham (LBN) Royal Docks team
Job Purpose

To manage the development and delivery of a complex programme of events and promotional projects that position the Royal Docks as unique and prosperous district that can compete on a global, regional and London level. This will include project launches, cultural events, exhibitions, seminars and business conferences to deliver a high-profile, relevant events programme for the Royal Docks, maximising and integrating its commercial and cultural offer to increase inward investment. 

Principal Accountabilities

1. Work closely with the Senior Events Manager and Events Officer to develop, plan and deliver a programme of events, initiatives and exhibitions – commercial, cultural and community focused, for the Royal Docks.

2. Working with colleagues across the GLA, LBN and external stakeholders to project manage specific events and initiatives. 

3. Make opportunities for unique events, including temporary meanwhile projects on vacant sites in the Royal Docks, working with the Estates Manager to locate suitable and available sites. 

4. Create and maintain relations with London-wide and national bodies to contribute to the Royal Docks event programme in line with objectives set by the Royal Docks Programme Director.

5. Contribute to the business planning process, taking particular responsibility for the production of an annual programme of events for the Royal Docks according to the priorities of the Royal Docks Delivery Plan, including budgetary and programme proposals. 

6. Integrate the Royal Docks cultural offer into the overall promotion and marketing of the city, including close liaison with London & Partners.
7. Gain appropriate media coverage for the Royal Docks and its commercial and cultural offer, working with the external consultants as and when necessary.
8. Monitor and evaluate project objectives and ensure appropriate action in line with internal decision-making processes. Manage procurement activities and associated contracts.

9. Prepare written and oral briefings, high level advice and reports for the London Economic Action Partnership (LEAP), Royal Docks Programme Director, and senior managers. Respond to questions and scrutiny of these programmes from the LEAP, Mayor’s Office and LBN politicians.
10. Manage resources allocated to the post in accordance with the Authority’s policies and Code of Ethics and Standards.

11. Realise the benefits of London’s diversity by promoting and enabling equality of opportunities and promoting the diverse needs and aspirations of London’s communities, operating in a politically restricted post.

12. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job and participating in multi-disciplinary cross-department and cross organisational groups and tasks teams.

Accountable to: Senior Events Manager
Accountable for: Resources allocated to the post

Person Specification

Technical requirements/experience/qualifications

1. Essential: Significant experience in successfully managing the planning, delivery and evaluation of large public events, campaigns and initiatives

2. Essential: Significant experience of dealing with a large range and variety of stakeholders, both public and private sector

3. Essential: Experience of using IT systems to aid project management 

4. Desirable: ISOH or similar Health and Safety Qualification 

5. Desirable: Experience of delivering water - based events. 
Behavioural Competencies

Responding to Pressure and Change

…is being flexible and adapting positively, to sustain performance when the situation changes, workload increase, tensions rise or priorities shift. 
Level 2

· Maintains a focus on key priorities and deliverables, staying resilient in the face of pressure

· Anticipates and adapts flexibly to changing requirements

· Uses challenges as an opportunity to learn and improve

· Participates fully and encourages other to engage in change initiatives

· Manages team’s well being supporting them to cope with pressure and change

Responsible use of Resources

…is taking personal responsibly for using and managing resources effectively, efficiently and sustainably.

Level 2

· Continually looks for opportunities to work more efficiently and sustainably

· Reduces team impact on the environment by implementing methods for reducing use of, reusing and recycling resources

· Improves local processes to maximise use of resources

· Monitors and stays within budget at all times

Planning and Organising

…is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard

Level 2 indicators of effective performance

· Priorities work in line with key team or project deliverables

· Makes contingency plans to account for changing work priorities, deadlines and milestones

· Identifies and consults with sponsors or stakeholder in planning work

· Pays close attention to detail, ensuring team’s work is delivered to a high standard

· Negotiates realistic timescales for work delivery, ensuring team deliverable can be met

Problem Solving

…is analysing and interpreting situations from a variety of viewpoints and finding creative workable and timely solutions

Level 2

· Processes and distils a variety of information to understand a problem fully

· Proposes options for solutions to presented problems

· Builds on the ideas of others to encourage creative problem solving

· Thinks laterally about work, considering different ways to approach problems

· Seeks the opinions and experiences of others to understand different approaches to problem solving

Communicating and Influencing

…is present information and arguments clearly and convincingly so that others see us as credible and articulate and engage with us

Level 2

· Communicates openly and inclusively with internal and external stakeholders

· Clearly articulates the key points of an argument, both verbal and written communication

· Persuades others, using evidence-based knowledge, modifying approach to deliver message effectively

· Challenges the views of others in an open and constructive way

· Presents a credible and positive image both internally and externally

Stakeholder Focus

….is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations

Level 2

· Seeks to understand requirements, gathering extra information when needs are not clear

· Presents the GLA, LBN and Royal Docks team positively by interacting effectively with stakeholders

· Delivers a timely and accurate service

· Understands the differing needs of stakeholders and adapt own service accordingly 

Working Patterns

Additional hours at evenings and weekends will be required for which time in lieu will be granted. There are no extra payments for additional hours worked. 

Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
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