St Werburghs City Farm

JOB DESCRIPTION AND PERSON SPECIFICATION
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	Job Title:
	Farm Fair Legend 2019 (Internship)

	Responsible to:
	Director

	Place of work:
	St Werburghs City Farm

	Hours of work:
	Approx 10 to 20 hrs a week (up to a total of 140 hours), depending on priorities. 30 hours to be allocated to the week on which the Farm Fair falls (June 8th). Will include some hours before 9am and after 5.30pm and occasional weekends. 

	Fixed Term: 

Annual leave:
	From mid-March to mid-June 2019 (flexibility offered for the right candidate)

25 days plus statutory holidays pro rata 
Hours are flexible 

	Probationary period:
	2 weeks

	Salary:
	£9.45 per hr, paid monthly (equivalent to £18,426 per annum pro rata). 


St Werburghs City Farm is an inner-city oasis. Situated in the Bristol ward of Ashley next to 4 other wards which fall within the 10% most disadvantaged in the UK, the Farm has developed to meet local needs.   Our vision is to inspire and educate happy, healthy communities through green spaces, local food and each other. Using a 2 acre small holding, a 1 acre community garden, a 2.5 acre conservation site and 13 acres of community allotments, our mission is to offer targeted community services that equip people with knowledge, skills and confidence, and provide green sites accessible to all. Our aims are to: increase people's knowledge of where food comes from and access to locally produced food; enhance people's health and wellbeing through greater access to green spaces; and improve the capacity, confidence and cohesion of our community. With more than 3,500 service users, 15,000 people enjoying our events/facilities and more than 45,000 local visitors passing through the gates each year, we are a vital community resource, freely accessible to all. 

Job Description
1. Overall purpose of  the job

The Farm hosts a number of fundraisers each year and the Farm Summer Fair is the highlight of the calendar, often attracting over 4000 visitors in one day. We are teaming up with the University of Bristol to seek a multi-skilled, enthusiastic and experienced person to assist in the coordination the Farm Summer Fair. This is a fantastic opportunity to play a central role in the planning and coordination of one of Bristol’s best loved community events, and is ideally suited to anyone looking to develop skills in event management or the charity sector.
The post holder will work with and support other Farm Fair Coordinators to plan, organise and execute a safe and successful Farm Summer Fair Saturday 8th June 2019, seeking to generate a sizeable income whilst bringing the community together to celebrate local artists & musicians, sustainability, local projects and initiatives, and food.  
2. Key  Responsibilities 
· Support other Coordinators with general planning including infrastructure booking, community consultation and outreach, funding, licensing and site planning

· Assist in the selection of suitable traders, artists, workshops, activities, bands and site décor

· Support volunteer recruitment, induction, placement and communication

· Assist with the development of publicity materials including the Farm Fair programme

· Assist in event administration, ensuring that budgets and timescales are adhered to and databases are managed
· Provide creative input into the direction of the event

· Maintain and develop relationships with new and existing partners

· Help produce a Farm Fair debrief to help shape the development of future events

3. Other  

· Promote the aims and objectives of the Farm and present a positive image of the Farm
· Attend trustee and staff meetings as required
· Any other duties commensurate with the post
Person Specification
This is a position which is well suited to someone creative, enthusiastic and sociable looking for experience in events and/or the third sector. We are looking for someone who is keen to be involved in all aspects of planning and preparation for the event. While working hours are flexible, the collaborative nature of the work will require that the candidate shows willingness to work around the timescales of others. Equally important is that the successful candidate demonstrates interest and engagement with the work of the Farm and a passion about community. See below for detailed specification.
	Essential
	Desirable

	Experience and Knowledge

	Experience in one or more areas of the listed key responsibilities, for example:

· volunteer support and recruitment

· trader / artist / workshop leader recruitment

· managing infrastructure / decoration

· traffic management/ health and safety

· organising an music event/fundraising event/theatre performance
	Successful past recruitment of volunteers , in particular, a large volunteer team

	· 
	Demonstrable experience in event organisation/planning/delivery 



	Experience of record keeping and administration
	Experience of managing budgets

	Skills and Competencies

	Ability to manage personal deadlines and prioritise a demanding workload
	Good planning, administrative and organisational skills

	Ability to work as part of a team  and deliver projects collaboratively
	Ability to convey complex information to diverse audiences quickly, clearly and appropriately

	Strong computing skills
	

	Personal qualities and attributes - The successful applicant should:

	Possess strong interpersonal skills, professionalism, and team-working abilities 
	Possess an understanding of Bristol’s networks and partnerships

	Be reliable, pro-active and self-motivated with the ability to think creatively
	Possess an understanding of diversity of local community 

	Be passionate about what the Farm does
	Have prior knowledge of City Farms

	Be highly sociable and confident in their ability to build and maintain a network of willing contributors
	Full clean driving licence 
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