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Person Specification - Weekend Events & Market Coordinator


	Requirement
	Essential
	Desirable

	Personal Qualities
	· Confident, friendly, and articulate.  
· Energy and enthusiasm for trying out new ideas
· Creative, flexible, and a good sense of humour  
· You are solutions focused and can think on your feet, while remaining calm and friendly. 
· You pay attention to detail and can plan to avoid problems occurring. 
· You are physically able to set up and take down rooms, including moving furniture. 

	




	Qualifications
	 
	Be in possession of a relevant certificate, diploma or degree qualification. 


	Experience
	· Evidence of previous event / activity planning and direct service delivery.
· Previous experience working as part of a team
· Ability to organise and prioritise workload
· Ability to build positive relationships with local businesses, VOLT staff and other community & statutory groups where appropriate.

	Experience of working with Volunteers.

Experience of developing and delivering training to volunteers.


	Skills and abilities applicable to the post
	· Good communication skills

· Ability to be proactive

· Experience and proficient use of IT equipment and systems especially Microsoft Office Suite.

· Data management and administration skills.
	Working knowledge of issues impacting communities and town centres.

Experience of website content management and software tools such as Canva and Sway.

	Specialist job requirements
	· You are able to join the Protecting Vulnerable Groups Scheme (PVG).

· You are eligible to work in the UK. 
	 

	Work requirements
	The post will require weekend working to accommodate events and activities undertaken by VOLT and may include bank holidays.
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