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Job Description

Position: Events Administrator
Reports To: Events and Marketing Officer 
Salary: £17,550 per annum Pro Rata – Real Living Wage (payable after successful 6-month probation period, initial salary £16,009.50 Pro Rata)  
Hours: 25 hours per week (regular hours 9am-2pm Monday- Friday) to include occasional evenings and weekends
This is a busy and varied role that requires effective communication with both internal departments and external customers. You will provide administrative support for the Childrens Scrapstore events team which will include scheduling, room booking, uploading listings, social media, assisting with funding applications, processing photographs and preparing the workshop space.
The successful applicant will be appointed subject to references and could be asked to complete a DBS check.
Key Duties

Events
· Complete bookings for Parties, Room Hire and other external use as required

· Upload event information to the Children’s Scrapstore website, social media and other platforms as required with good attention to detail
· Compile up-to-date information for community publications, bulletins and newsletters, in print and online

· Process photos of Children’s Scrapstore events, activities and projects in line with GDPR legislation.

· Distribute printed promotional materials around the building, community and further afield as required
· Conduct market research with existing and potential new customers

· Prepare our workshop spaces for creative sessions, room hire, parties and other use as required, and clean up afterwards
· Assist with invoicing and financial recording

· Research and contribute to funding applications
General Duties 

· Respond to incoming enquires in a timely and appropriate manner, on the phone, via email and in person
· Ensure required resources are in stock, including marketing materials
· Be able to get yourself to sites all over Bristol.
· Attend and contribute to Childrens Scrapstore and Scrapstore Play Services meetings, training and reviews when required 

· Wear appropriate clothing and the agreed uniform
· Ensure health and safety standards are met and maintained
· Keep a good and up-to-date knowledge of all of the organisation’s products and services
· Maintain systems to ensure the efficient management of information held in both computer and filing systems
· Ensure that Children’s Scrapstore standards are met and that all policies and procedures are carried out
· Ensure premises are left safe and secure before leaving
· Provide administrative support across all Children’s Scrapstore teams as required
· Provide cover for The Art Shop till as required
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Tel: 0117 9085644 Fax: 0117 9085645 Email: enquiries@childrensscrapstore.co.uk
Website: www.childrensscrapstore.co.uk

Supported by: Bristol City Council, North Somerset Council, Bath & North East Somerset Council,
South Gloucestershire Council
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