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St Werburghs City Farm

JOB DESCRIPTION AND PERSON SPECIFICATION


	Job Title:
	Events and Communications Officer

	Responsible to:
	Director (in lieu of an Events & Enterprise Development Manager)

	Place of work:
	St Werburghs City Farm, Bristol, with some travel

	Hours of work:
	22.5 hours per week, which will include some hours before 9am and after 5.30pm and weekend work including (not exclusive of), 19/20th October, 9/10th November and 30th/1st December 

	Annual leave
	25 days plus statutory holidays pro rata

	Contract Type:
	Fixed Term to 31st December 2019

	Probationary period:
	6 weeks

	Salary:
	Starting salary of £19,554 (SCP 7) pro rata, paid monthly

	Pensions:
	St Werburghs City Farm offers a NEST workplace pension


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 40,000 local visitors passing through the gates each year, we are a vital community resource, freely accessible to all. 

1. Overall purpose of job
Events - The post holder will lead the planning, development and delivery of the Farm’s Autumn/Winter events including: Apple Day (Saturday 19th October), Bonfire Night (Saturday 9th November) and Winter Fair (Sunday 1st December). They will work from existing event templates and incorporate new ideas/activities to increase accessibility, inclusion and the Farm’s values. With support from project staff on the day, the post holder will be responsible for running a safe and successful event that generates unrestricted income whilst bringing the community together to celebrate home-grown artists & musicians, sustainability, projects and initiatives, and local food.  The surplus funds from each event will be reinvested into on-going targeted community services. 
Communications - Increasing awareness and raising the profile of the Farm by coordinating social media posts/messages on Facebook, Twitter, Instagram and other social media. Duties also include updating website content about the Autumn/Winter events. 
2. Key Responsibilities 
Events

· Plan, deliver and grow each Autumn/Winter event, balancing income generation and community celebration for approx 500 families
· Develop and embed an Event Sustainability Strategy, seeking to eliminate single use plastic, reduce all waste, purchase ethical supplies/produce, and where possible better engage/utilise local producers, suppliers and artists
· Lead on the communication and hold information on the Farm’s other seasonal events/Summer Fair until the Events & Enterprise Development Manager is in post (proposed for October/November 2019)
· Lead on communication with 2019/20 wedding bookings and future enquiries supporting the development of a strong reputation as a unique woodland wedding venue in Bristol. 
Communications 

· Lead on the Farm’s Communication Strategy including maintaining the Farm’s online communications, including updating the website and coordinating posts/messages on Facebook, Twitter, Instagram and other social media. 
· Increase awareness and raise the profile of the Farm through effective marketing & PR, sharing successes, better demonstrating our impact externally, etc. 
· Support Director and other staff to compile content to communicate with external supporters/partners through e-newsletters, What’s On Guides and on-site interpretation, etc. 
· Ensure leaflet displays and information boards are up to date with relevant information
· Maintain the Farm’s Trip Advisor account and respond to reviews accordingly
3. Additional responsibilities  

· Promote the aims and objectives of the Farm and present a positive image of the Farm through good public relations, communication with visitors, service users and the local community etc.
· Comply at all times with the Farm’s policies, i.e. Health and Safety, Equal opportunities, Environmental, Confidentiality, Child and Young person’s protection policy etc
· Ensure activities adhere to the Industry Code of Practice, Environmental Health recommendations, Defra regulations and other legislation as appropriate to city farms
· Attend team, and other staff meetings as required
· Any other duties commensurate with the post
Person Specification
	Essential
	Desirable

	Experience

	Demonstrable experience in coordinating Farm events and/or community-focused activities for 400 people or more, with the support of a volunteer team
	A qualification in fundraising, event coordination, project management, etc. or a relevant subject

	Demonstrable experience in communications (internal and external), promotion and marketing and/or public relations 
	Demonstrable knowledge of legislation and regulations in relation to working with volunteers, and offering activities for children and young people 

	Experience of applying and securing event licences booking infrastructure, etc.
	

	Skills

	Ability to convey complex information to diverse audiences quickly, clearly and appropriately
	Health and Safety / risk assessment training and/or experience with legislation and requirements

	Ability to manage personal deadlines and prioritise a demanding workload
	First Aid Qualification

	Ability to work as part of a team with teaching, training or skill-sharing experience
	Training in Child Protection/Vulnerable Adults 

	Good planning, administrative and organisational skills, including budgetary control and record keeping
	Food Safety Training

	Proficient in ICT with proven ability to use Microsoft packages include Word, PowerPoint, Excel and Publisher
	

	Attributes

	Strong interpersonal skills; professional, teamwork, active listening skills, personable etc. 
	An understanding of Bristol’s networks and partnerships

	Reliable, pro-active and self-motivated and ability to think creatively
	Understanding of diversity of local community 

	Passionate about what the Farm does
	Knowledge of City Farms

	
	Full clean driving licence (or in process of obtaining)
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