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www.fargovillage.co.uk


Fargo Village Events and Admin Co-ordinator
About the Organisation
Launched 5 years ago in September 2014, FarGo Village is an exciting development in Coventry City Centre, adjoining Coventry University. We are an independently run creative arts quarter; an exciting new location for small, start-up businesses, designers, makers, artists, creativity, street food, coffee shop and micro-brewery. 
FarGo Village has brought a whole new dimension to the city of Coventry by supporting new businesses to set up, thrive and survive in a community of like-minded individuals. And everyone really is individual! We have a wide range of tenants, from a Victorian barber to furniture upholsterers, crafters to animation artists (https://www.fargovillage.co.uk/whos-at-fargo/).
The FarGo Village also hosts a wide ranging, exciting and unique events and creative arts programme. This programme currently covers things such as regular markets and fairs, street festivals, live music, film screenings, street theatre, dance, art exhibitions, and community led festivals.
We are looking for someone dynamic and enthusiastic, capable of using their own initiative, working hard and at times working on their own. We are a small team with big ambitions, learning and developing FarGo as we go. We are all passionate about supporting independent businesses and are looking for the newest member of our team to join us as we move towards being UK City of Culture in 2021! 

Job Specification

Reporting to the FarGo Village Site Manager the post holder will:
-  Work as part of the FarGo Village Team to devise, plan and deliver a wide-ranging events and creative arts programme, catering for people from all walks of life. 
-  Work as part of the FarGo Village Team to ensure the events programme covers mid-week, weekend and evening events, increasing awareness of, and driving footfall to, the Village. 
- Create, maintain and develop effective working relationships with external organisations. 

-  Support in the production of full event management packs. To include risk assessments and health and safety information, event plans, set up information and booking databases. Ensure all operational requirements are in place for events including adequate staffing, technical requirements, security, volunteers and anything else that may be necessary.
- Assist in all aspects of FarGo Village’s Marketing and Communications plan, including, but not limited to, producing publicity materials, monitoring of social media, updating the website, blogging and flier and poster distribution.

- Monitor the FarGo Village email accounts and phonelines, responding to all enquiries and booking in new events where appropriate. Maintain a booking database: logging details, bookings and payments for stall holders at events.

- Reconcile FarGo Village accounts, in respect to payments for stalls and event bookings, payments via PayPal, petty cash payments and payments for tenant electricity top-ups.  

- Support the FarGo Village team with the day-to-day operational management of the Village, ensuring the Village is an attractive, welcoming and vibrant place to be at all times. This is to include management of tasks such as caretaking, security, cleaning, maintenance and display of marketing material. Furthermore the post holder will act as Duty Manager and take full responsibility for the Village in the Site Manager’s absence; this may involve event set up and so manual work (e.g. rearranging furniture) may be required.
- The post holder will be required to work a maximum of two weekends a month; on weekends the post holder will be required to act as Duty Manager, taking on any responsibilities required to ensure the smooth and safe running of events and to ensure all members of the public have a positive and enjoyable experience. Flexibility will be required during busy periods. 
- Support the FarGo Village Site Manager to make sure that the public experience at FarGo Village is safe and enjoyable by ensuring that all insurance, health and safety, maintenance, hygiene, licensing, and legal obligations are adhered to. Furthermore, undertake regular checks on key areas of the site, fire alarms, first aid equipment and electrics.

- Liaise with tenants on a regular planned and unplanned basis.
This is a guidance document and should not be construed as exhaustive or exclusive. These duties may vary from time to time and the company reserve the right to request any other reasonable tasks as and when necessary. 
Person Specification

	Criteria
	Essential
	Desirable

	Qualifications

	Degree or relevant experience in Events Management, Marketing or similar
	X
	

	Personal License Holder
	
	X

	First Aid at Work
	
	X

	Skills and Experience

	Proven ability to respond positively to a pressurised environment and adopt a positive approach to problem solving
	X
	

	Firm understanding of social media
	X
	

	Creativity and flexibility; ability to draw from a wide range of sources and utilise a variety of mediums to deliver a varied events programme
	X
	

	Excellent time management skills; ability to keep to deadlines and prioritise own work load effectively
	X
	

	Ability to use Photoshop, InDesign or similar graphic design package
	
	X

	Excellent communication skills, with the ability to communicate appropriately to a wide range of audiences across a wide range of mediums
	X
	

	Excellent customer service skills and proven ability to handle enquires from third parties
	X
	

	Proven ability to build and maintain relationships with new contacts, third parties and external organisations
	X
	

	Good attention to detail and ability to keep and maintain accurate records 
	X
	

	Ability to work both independently and as part of a team
	X
	

	Other

	Flexible approach to duties and a willingness to work anti-social hours
	X
	

	Full, clean driving licence
	
	X


Further Information
This is an open ended, full-time post. Post holders can have no other work without approval.
The salary will be c. £17,000 per annum, dependent on experience. 
We would welcome applications from placement students who are currently undertaking a degree in Event Management or similar, provided they can work full time, as per the hours below, for a full year. The salary for placement students will be £14,000 per annum. 
The post holder will be expected to work 40 hours a week; flexibility is essential as the post holder will be required to work a minimum of 2 weekend days per month and occasional late nights. Time off will be given in lieu of any weekend or late night shifts. 
Job offers may be subject to full Disclosure and Barring Service checks.

Informal Enquiries
For informal enquiries about this job, organisation and selection process, please call 02476 252434.

Closing Date

The closing date for applications is 5pm on Sunday 5th January 2020. 
Next Steps
Following the closing date, you will be informed by email whether or not you have been shortlisted to be invited to participate in the next stage of the selection process. Please note that due to the large number of applications that we receive, it may take up to two working weeks following the closing date before we will be able to contact you. We are committed to diversity and inclusion and welcome applications from all. 
We plan to hold interviews in mid to late January, with the successful candidate starting as soon as possible after this date. 
Application Form
	Position you’re applying for
	Where you saw this vacancy advertised

	FarGo Village Events Admin Assistant
	

	Personal Details

	Surname
	
	All given names
	

	Address
	
	Telephone   

Daytime
	

	
	
	Evening
	

	
	
	Mobile
	

	
	
	Email
	


	About You

	Referring to the attached job description and person specification, please tell us about any relevant skills, experiences and traits that you believe make you suitable for this role.

 (Box will expand as you type)

	


	Present or most recent employment paid or unpaid

	Employer’s name and address
	Job title

	
	

	
	Date employed from
	

	
	Date employed to
	

	Duties and responsibilities

	

	Reason for wishing to leave
	Current salary
	

	
	Period of notice
	

	Previous employment paid, unpaid, voluntary etc

	Name of employer

and type of business
	Position held
	Employment dates

(from / to)
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Education

	School / College / University
	Dates
	Qualifications / Grades

	
	
	

	
	
	

	
	
	

	
	
	

	Other qualifications/training courses attended

	

	Continue on a separate sheet if necessary.


	Referees

	Please provide details of two people who may be approached as referees in support of your application. One should be your present or most recent employer and where possible, both should be people who know you in a professional capacity. We are not able to accept references from friends or relatives.

	Full name
	
	Full name
	

	Relationship to you
	
	Relationship to you
	

	Address
	
	Address
	

	Telephone
	
	Telephone
	

	Email
	
	Email
	

	May we contact this referee before a job offer is made?

(Double click relevant box to ‘check’ it)
	May we contact this referee before a job offer is made?

(Double click relevant box to ‘check’ it)

	No              Yes 
	No              Yes 


	Are there any restrictions on you taking up employment in the UK?

	No               Yes 
	

	(If Yes, please provide details)
	


	All job offers may be subject to Disclosure and Barring Service Checks; do you have any criminal convictions except those 'spent' under the Rehabilitation of Offenders Act 1974?

	No               Yes 
	

	(If Yes, please provide details)
	


	Declaration (Please read this carefully before signing your application) 

	1. I confirm that the above information is complete and correct and that any untrue or misleading information will give my employer the right to terminate any employment contract offered. 

2. I agree that this information will be retained in my personnel file during employment and for up to six years thereafter and understand that information will be processed in accordance with the Data Protection Act. 

3. I agree that should I be successful in this application, I will, if required, apply to the Disclosure & Barring Service for a Disclosure & Barring Certificate. I understand that should I fail to do so, or should the disclosure not be to the satisfaction of the company, any offer of employment may be withdrawn or my employment terminated. 



	Signed
	
	Date
	


	Please return this form by email to: fargo@fargovillage.co.uk

	Or by post to: FarGo Village, Far Gosford Street, Coventry, CV1 5ED

Applications must be received by 5pm on Sunday 5th January 2020. 

Interviews will take place in mid-January. 
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