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JOB DESCRIPTION

Event Manager 
SITE:



Odyssey Group – SSE Arena
LOCATION:


Queen’s Quay, Belfast, BT3 9QQ

RESPONSIBLE TO:

Senior Event Manager
TERMS:

37.5 hours per week however due to the level of the role 

flexibility is required. 
SALARY:
£34,000 per annum.  To be reviewed when Silver Command duties are undertaken by the post holder [requiring substantial training & development.]
DATE:



November 2024
OVERALL, PURPOSE OF THE JOB:

This is an exciting and challenging role, working as part of the Arena team who deliver world class events to a range of audiences.  A key element of the role involves a crucial duty of Event Controller, with overall responsibility for clients and the venue in relation to event delivery.  
The Odyssey Trust group of companies is committed to the core ideology of BEET, Best Experience Every Time for customers, colleagues and all stakeholders.  These principles will be developed with all to support outstanding customer service.  All colleagues are expected to commit to the core values shown below:
	Core Value
	Behaviour
	Customer Promise

	Positivity
	Smile, can do 
	We will always be helpful, welcoming & enthusiastic

	Integrity
	Deliver on our promises
	We will be trustworthy & respectful

	Commitment
	Go above & beyond 
	We will go the extra mile

	Innovation
	Find new ways to be better
	We will always learn & improve

	Teamwork
	Together we achieve more
	We will work together to put you first


MAIN DUTIES
· Managing a culture of BEET for all customer, clients and stakeholders in relation to event setup and delivery, including liaising and communicating event requirements and resolving potential issues.
· Manage event preparation, reviewing all aspects of the event plan in line with the scale and requirements of the event.  Plan requirements such as on-sale, operational summaries, budgets, staff bookings and deployments, staff briefings and risk assessments. 

· To assume the role of Duty Manager during events, managing all aspects of front and back of house with excellent situational awareness. Lead on resolution and management of issues from [but not limited to], customer complaints, promoter and production requirements, providing quick responses and an ability to oversee multiple issues simultaneously.
· As Duty Manager, co-ordinate an emergency situation, liaising with external authorities where necessary. Leading by example and providing clear decision making to ensure that safety and emergency procedures are followed with the safety of patrons, performers and staff at the forefront of the process.

· After training and appropriate experience, the post holder will act as Event Controller, assuming the role of Event Sliver Commander, taking responsibility for the building and its demesnes, managing the Crisis Management Team plan and communication.
· To liaise on a continuous basis with the event client, both in pre planning and during their event tenancy, to ensure all requirements are met.

· Responsibility for the health and safety compliance of incoming event productions during load in, event duration and load out of show periods.

· To support best practice and legal requirements in relation to health and safety, local authority licensing, and supporting the audit process.

· To support new events planning, dealing with potential clients providing site visits, CAD plans and internally communicating requirements.

· Work closely with Event Technical team in the planning of event set ups and turnarounds, delivering accurate and relevant information to meet client requirements and correct information for staff briefings.

· Updating all relevant policies and procedures, as and when required, maintain the document control register.

· Fully utilise all business information systems in planning events, including event management software for event night checklists, reporting, and fault logging.

· To assist in the management of key Arena contractors such as cleaning, stewarding & medical providers, to include the implementation and review of Service Level Agreements and Key Performance Indicators.

· To provide operational and office cover as required.

· Any other duties as requested by your Line Manager.
All OTC staff are expected to:

· Maintain excellent working relationships with other staff and volunteers.

· Ensure the delivery of BEET to all our customers and be committed to the Odyssey ethos and objectives.  

· Be committed to and work in accordance with our Safeguarding, Health & Safety, Equality and other established policies and procedures.

· Be flexible, undertake such other duties that may be required including working evenings, weekends and public holidays, as required.
Essential Criteria

1. A minimum of 3 years’ experience of Event / Project Management of large-scale events within the Arena / Entertainment industry.  Demonstrating a clear understanding of pre-event planning, on the day coordination and post event evaluation. 
2. Significant Duty Management / Front of House experience in the management of large-scale events with a focus on safety, smooth event delivery and staff coordination.

3. Experience of effective people and contractor management, fostering a collaborative approach while ensuring adherence to event protocols and standards.

4. A proven ability to make competent decisions in a high-pressure environment while maintaining a strong attention to detail.
5. Effective communication skills, written & verbal with the proven ability to engage with a wide range of clients, stakeholders and staff at all levels.

6. Experience of event budgeting, from creating, managing & controlling event budgets to ensure financial efficiencies while ensuring event objectives are meet.

7. Proficient in the use of Microsoft Office applying technical skills to enhance event planning and reporting.

8. Demonstrate an in-depth knowledge of Health & Safety Legislation specifically within the Arena / Entertainment industry including previous experience of applying this knowledge in event settings.
9. Demonstrable experience of dealing with emergency situations, applying knowledge and skills effectively when under pressure. 
10. Proven experience of delivering excellent customer service to a diverse customer base.

11. Experience of adaptability and flexibility, working a variety of hours (evenings, early mornings and weekends on a rota basis) due to the event nature of the business. 
Desirable Criteria

1. Demonstrable experience of managing large scale events in excess of 5000 in the field of entertainment / sport.

2. Working knowledge of AutoCAD software and the ability to interpret detailed CAD plans.

3. Current Health & Safety qualification (IOSH / NEBOSH)

Key Benefits 

The Odyssey Group has a range of benefits which it offers to full and part time staff
. 

· Free car parking.

· 33% Discount in the W5 cafe, including coffee and 10% discount in the W5 shop.

· Complimentary tickets to Belfast Giants and friends & family access to W5.

· Holidays commence at 31 days per year rising to 34 [prorata for part time staff.]

· Company paid social events.

· Contributory pension scheme, life assurance and paid sickness benefit.

· A comprehensive health cash plan plus Winter Flu Vaccination Scheme.

· Salary Sacrifice including pensions, holiday and cycle to work schemes.
· Training opportunities.
� [Some T&Cs and qualifying periods may apply]








