


BRADLEY STOKE TOWN COUNCIL

JOB DESCRIPTION 


DEPARTMENT: TOWN CLERKS			SECTION: ACTIVITY CENTRES


JOB TITLE: PROJECTS AND EVENTS OFFICER (20 hours per week) 

GRADE: 5
		

1.	JOB PURPOSE

To be responsible for managing projects for the Council and organising the Town Council events as directed by the council. Working in conjunction with the Town Clerk and Deputy Town Clerk/Facilities & Operations Manager to manage the Council’s ongoing and new projects and to deliver high calibre and engaging events. 


2.	MAIN DUTIES/ACCOUNTABILITIES

To undertake under the guidance of the Town Clerk or in their absence the Deputy Town Clerk/Facilities & Operations Manager or other person appointed by the Town Clerk: -

PROJECTS AND EVENTS OFFICER ROLE 

a) To manage projects as instructed by the Town Clerk and taking ownership and responsibility for the projects.  

b) To organise and manage events on behalf of the Town Council for the benefit of its residents and visitors and taking ownership and responsibility for the events. 

c) To prepare reports for council or committee meetings as instructed by the Town Clerk including, where necessary, attendance at meetings of the council, committees and working groups to report on the progress of projects and events. 

d) To support the development of knowledge and expertise amongst organisations and partnerships to deliver cultural activities, events and festivals in Bradley Stoke including supporting the future development and delivery of Bradley Stoke Town Council’s events programme. 

e) To work with council officers and councillors to ensure that all cultural activities, civic functions, and events are promoted in the appropriate way. 

f) To work with event partners and Town Council Health & Safety Officer to carry out risk assessments and health and safety procedures and advise event function organisers of requirements as appropriate, including working with external events contractors to ensure that events are staged in a safe and carefully planned way.  

g) To be present at all Town Council events taking place and help ensure necessary health and safety, traffic management measures and public safety measures are in place as required. 

GENERAL DUTIES

h) To contribute to the development and improvement of the services of Bradley Stoke Town Council.  

i) To attend appropriate training courses as instructed by the Town Council.

j) Organising and utilising resources within agreed budgets. 

k) To undertake any other reasonable tasks as directed by the Town Clerk or Facilities & Operations Manager/Deputy Town Clerk.


3.	DIMENSIONS

Project Management 
Events Management


4.	JOB CONTEXT

The post holder will be responsible for projects and events working in conjunction with other officers, councillors and outside organisations with a good level of prioritisation and diary management. 


5.	SUPERVISION AND WORK PLANNING

The postholder will report directly to the Town Clerk or in their absence, the Deputy Town Clerk/Facilities & Operations Manager and is responsible for assisting with the overall planning, development, implementation and management of the business of the Town Council, including the organisation of the annual Community Festival in June and the annual Fireworks Display in November.


6.	PROBLEMS AND DECISIONS

The postholder works to the Town Council’s direction and advises of alternative methods when required or beneficial. 


7. CONTACTS

Contractors working on various projects authorised by the Town Council.

Contractors working on events organised by the Town Council.

South Gloucestershire Council regarding planning permission and other permissions required to deliver projects/events.

The Town Clerk and Deputy Town Clerk/Facilities & Operations Manager and other Town Council staff as appropriate.


8. KNOWLEDGE, EXPERIENCE AND TRAINING

The post holder requires numeracy and literacy abilities and relevant knowledge and experience in project management and events planning.

The postholder should have practical common sense, the ability to work on their own initiative and communicate with other members of staff in a respectful and effective manner.


9. PHYSICAL EFFORT AND/OR STRAIN

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


10. WORKING ENVIRONMENT

Working at any of the Town Council sites as required.


11. EQUIPMENT

Working knowledge of Project Management, Word, Excel and Outlook computer programmes. Must have adequate skills, knowledge and experience of social media platforms as required to promote events and engage with residents.


12. GENERAL

This job description only contains the main duties 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 updated:	24th March 2026





























BRADLEY STOKE TOWN COUNCIL

EMPLOYEE SPECIFICATION

JOB TITLE: PROJECTS AND EVENTS OFFICER

	Person Specification Requirements
	

	Knowledge

	General knowledge of the public sector and local government issues and committee procedures.
	Desirable

	A knowledge of relevant health and safety legislation, risk assessments etc. 

	Desirable

	A background and/or experience in event and project planning and management 

	Essential

	Budget management

	Essential 

	Experience

	Demonstrable proficiency and practical knowledge planning events and projects, and delivering them 
	Essential

	Demonstrable track record of strong performance in the role with responsibility for decision-making within an events and projects context
	Essential

	Skills

	Ability to work as part of a team, exchanging ideas and providing support to colleagues to ensure that team and service objectives are met
	Essential

	Ability to produce project and events plans

	Essential

	Ability to communicate orally and speak with confidence so that clear messages are conveyed to a wide range of listeners (these include people at all levels, both within and outside the Council such as Members, other staff and members of the public.
	Essential

	Ability to demonstrate competence in the use of PC based office systems, particularly word processing.
	Essential

	Ability to self-motivate, work well under pressure and to prioritise a variety of tasks and conflicting demands.
	Essential

	Ability to work with councillors, colleagues and external organisations to foster good working relationships at all levels.
	Desirable

	Effective interpersonal skills

	Essential

	Qualifications

	GCSE or equivalent in Mathematics and English 

	Essential

	Project Management and/or Event Management qualification or equivalent.

	Desirable 









