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JOB TITLE: 

YOUTH EVENTS MANAGER

HOURS: 


40 HOURS PER WEEK  

SALARY:


 £23, 496 - £25, 931 (1 YEAR FIXED CONTRACT)
LINE MANAGER: 
PROGRAMME DIRECTOR
RESPONSIBLE FOR:
YOUTH FOR YOUTH VOLUNTEERS





CONTRACTED EVENT STAFF





VOLUNTEERS
PURPOSE OF JOB:

To coordinate and deliver the events at CYN. This post will manage the award winning Youth For Youth group and support in their delivery of monthly music nights, annual festival and ad hoc events that arise throughout the year. 
JOB OVERVIEW: 
This is an exciting time for Creative Youth Network (CYN) with the opening of the Station in autumn 2012. The Station is a new city centre youth centre with state of the art music, media and performing arts facilities.

CYN is looking for an experienced Youth Events Manager to work in the Projects Department, supporting in the delivering of a wide range of events, projects and performances with young people. Based at the Kingswood Estate, with the ability to work across sites, you will have a flexible approach to work and be a strong team player.

You will be an experienced youth events manager, skilled at leading and supporting young people in a creative environment.
TERMS OF CONDITIONS:
· This post is subject to a CRB check

· 25 days holiday per annum plus 8 days Bank Holidays

· 6 months probationary period
· One year fixed contract (subject to review and further funding)
JOB DESCRIPTION:

Events: 
· Work with the Programme Director and Projects team to ensure CYN events and performances are delivered smoothly and on budget.
· Support the Programme Director to produce the launch programme for the Station.

· Support the production of events and performances across CYN.

· Work with the Programme Director and Marketing Department to market and promote all events at CYN.

· Develop links and relationships with organisations and groups to deliver partner events with Youth For Youth.
· Work with Community Development and Projects Department to visits schools, youth groups and organisations to promote our work, engaging more young people in the events and projects at CYN. 

Youth For Youth: 

· Coordinate and support Youth For Youth to achieve outcomes including monthly music nights, PREMIX at the Kingswood Estate, the PREMIX tour across the region and their annual youth arts festival.

· Strengthen the existing Youth For Youth team by recruiting more young people ensuring a range of skills and abilities in the team.

· Develop the skills of the group by delivering regular training and offering mentoring opportunities for young people.

· Facilitate regular Youth For Youth meetings.

· Provide regular opportunities for team building amongst the group.

· Support young people to deliver their events ensuring they reach targets and are delivered on budget.

· Work with the Programme Manager to ensure pastoral care of young people.
· Liaise with partners and venues to coordinate the PREMIX tour.
· Support the young people in the development of the festival.

· Ensure appropriate health and safety at all events.
· Keep it fun!
Administration:

· Monitor and collect data at events from young people for funders and grant returns.
· Submit monthly reports on the activities of Youth For Youth, including any pastoral issues arising and supporting their volunteering experience.
· Work with the Marketing Department to successfully promote all events for CYN.

· Monitor budgets and work within constraints.

· Recruit volunteers and freelancers to support with events where necessary.
· Manage equipment, ensuring it is stored safely and securely, and if fit for use.

General:

· To represent CYN at external events and networking opportunities.
· To adhere to CYN’s policies and procedures for working.
· To advocate CYN’s vision and approach to working with young people.
· Any other reasonable tasks commensurate with the role.
PERSON SPECIFICATION:
Essential:

· Relevant qualification and/or least 2 years event management experience in a variety of settings including indoor and outdoor festivals, live music nights and performances.

· Experience of working with young people from all backgrounds.

· Experience and understanding of marketing and promoting events.

· Experience of licensing and all aspects of event management in an array of settings.
· Experience of liaising with technical staff and a good understanding of booking equipment for events.
· Experience of managing groups of young people with the ability to motivate and lead in the decision making process.
· Experience in coordinating and managing events from conception through to delivery.
· Ability to multi task and achieve events on time and on budget.
· Able to work with various groups, with differing agendas, to produce events for audiences up to 2000.
· Must be able to work unsociable hours.
· Must have a flexible approach, be self motivated, able to use own initiative and work under pressure.
· Sense of humour.

Desirable:
· Technical knowledge of event production.

· Good links with music and creative industries across Bristol and South West.

· Budget management experience.

· Experience of working in a venue.

· Midas mini bus license.
· Health and Safety qualification – 

· BIIAB Level 2 Personal Licence Holders Certificate or equivalent/ NEBOSH General Certificate In Occupational Health & Safety or equivalent
· Programming experience.
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