


BRADLEY STOKE TOWN COUNCIL

JOB DESCRIPTION 


DEPARTMENT: TOWN CLERK			SECTION: PROJECTS & EVENTS


JOB TITLE: 	LOGISTIC & ADMINISTRATIVE SUPPORT OFFICER (EVENTS) (10 hours per week – fixed term)	

GRADE: 3


1.	JOB PURPOSE

Responsible to the Town Clerk, Deputy Town Clerk/Facilities & Operations Manager and Projects & Events Officer to support the effective planning, coordination, and delivery of Town Council events (namely Annual Community Festival and Annual Fireworks Display), ensuring they are well-organised, inclusive, safe, and responsive to the needs of the local community.


2. MAIN DUTIES

Event Planning & Delivery
· Assist in the organisation and delivery of Town Council events (i.e. community festival and fireworks display) 
· Support the Projects & Events Officer in the development of event plans, timelines, and delivery schedules 
· Work closely with Town Council Officers, Members, and partners to coordinate event arrangements 
· Attend events as required, including evenings and weekends 

Logistics Coordination
· Support the Projects & Events Officer in the arrangement and co-ordination of event infrastructure (e.g. staging, equipment, signage etc.) 
· Liaise with contractors, suppliers, and community groups to ensure timely delivery of services 
· Support the Projects & Events Officer in providing on-the-day logistical support 

Administrative Support
· Maintain accurate records of events, bookings, suppliers, and contacts 
· Process purchase orders, invoices, and event-related expenditure in line with Town Council procedures 
· Respond to enquiries from residents, community organisations, and partners 
· Support the Projects & Events Officer in preparation of event documentation, briefings, and post-event reports 

Compliance, Safety & Governance
· Support the Projects & Events Officer in:
· Preparation of risk assessments and event management plans 
· Compliance with health and safety legislation, licensing, and safeguarding requirements 
· Ensuring activities are delivered in line with Town Council policies and local government regulations 

Community Engagement & Partnership Working
· Act as a point of contact for local groups, volunteers, and stakeholders involved in events 
· Support inclusive and accessible events that reflect the diversity of the community 
· Assist with promoting events through Town Council communication channels where required 


3. DIMENSIONS/RESOURCES

No financial responsibility 


4. JOB CONTEXT

To assist with the organisation of Bradley Stoke Town Council Annual Community Festival and Annual Fireworks Display, supporting the Town Council Staff and Councillors.


5. SUPERVISION AND WORK PLANNING

The post holder is expected to prioritise their own daily routine tasks and carry them out.  They receive regular supervision from Projects & Events Officer and work with the Town Clerk, Deputy Town Clerk/Facilities & Operations Manager with tasks completed according to the priorities determined.


6. PROBLEMS AND DECISIONS

· Supporting the Projects & Events Officer in the organisation of the Annual Community Festival and the Annual Fireworks Display 


7. CONTACTS

Contractors and suppliers working on events organised by the Town Council.

The Town Clerk and Deputy Town Clerk/Facilities & Operations Manager, Projects & Events Officer and other Town Council staff and councillors as appropriate.


8. KNOWLEDGE, EXPERIENCE AND TRAINING

· A good level of education including proficiency in English and Mathematics.
· Computer and Word Processing literacy together with relevant experience.


9. PHYSICAL EFFORT AND / OR STRAIN

Mainly normal office environment 

Some physical effort and strain is involved in organisation and delivery of events.


10.	WORKING ENVIRONMENT

Normal office environment and Town Council open spaces where events are held


11.	EQUIPMENT

Computer and normal office equipment


12.	GENERAL

This job description only contains the principal accountabilities relating to this post and does not describe in detail all the tasks required to carry them out. 

Duties may vary from time to time without changing the character of the post or the level of responsibility.


13.	SPECIAL NOTES OR CONDITIONS 

Weekend working and out of hours working will be required of the postholder on occasion when delivering projects or events.




Date agreed: 13th April 2026





BRADLEY STOKE TOWN COUNCIL

EMPLOYEE SPECIFICATION

JOB TITLE: 	LOGISTIC & ADMINISTRATIVE SUPPORT OFFICER (EVENTS) (10 hours per week – fixed term) 

	
ASSESSMENT CRITERIA
	
ESSENTIAL

	
DESIRABLE

	Qualifications
	A good level of education including proficiency in English and Mathematics.
	3 GCSE's at grade 'C' or above including English and Mathematics or equivalent.

	Work related experience and Associated Vocational
Training

	Computer and Word Processing literacy together with relevant experience.

Strong organisational and administrative skills with attention to detail 

Ability to manage multiple priorities and meet deadlines 

Flexible approach to working hours, including evenings and weekends 
	

	Personal Skills
	An ability to communicate with staff, councillors, contractors and the general public in a pleasant and effective manner.

Good communication skills and ability to work with a wide range of stakeholders (including Councillors, residents, and community groups).
	

	Other Relevant Experience
	

	Experience working in a local government or community setting 

Experience supporting public or community events 

Knowledge of health and safety requirements for events 

Understanding of local government procedures and governance 












