

[image: ]


Weymouth Town Council 
Job Description & Person Specification

RESORT OFFICER & EVENTS SUPPORT


	Job Title
	Resort Officer & Events Support 


	Grade
	SCP 19 £29,064


	Service
	Resort


	Reporting to
	Senior Resort Officer


	Supervises

	Assisting in the supervision of seasonal staff and agency staff

	Hours
	37 hours per week. Normal working week will be 5 of 7 days in line with business need. Weekend, evening and bank holiday working will be required, particularly during the summer season and at events. Equivalent time off will be provided in accordance with the Council’s flexi-time scheme.

	Job purpose
	To support the effective operation of the Council’s Resort Team and facilities, including seafront, beach office and commercial activities, and to provide flexible support to the Events Officer in the planning, co-ordination and delivery of the Council’s annual events programme.



Key Responsibilities
Resort Operations (Primary Focus – Peak Season)
1. To support the Senior Resort Officers in the day-to-day operation of the Resort Team.
2. To undertake beach office duties during the busy summer season, acting as a key point of contact for visitors, residents, businesses and partners.
3. To help ensure the maintenance, safety and presentation of seafront infrastructure on the Promenade and beach.
4. To assist in the operation of the Council’s commercial services, including secure handling and banking where required.
5. To liaise with colleagues, contractors and external partners to address minor repairs, maintenance issues and public realm concerns.
6. To support the supervision and co-ordination of seasonal frontline staff.
7. To help ensure compliance with Health & Safety requirements across resort facilities and activities.
8. To ensure the security of Council premises and facilities within the service area.
Events Support (Increased Focus – Off-Peak Season)

1. To support the Events Officer in the planning and co-ordination of the Council’s annual events programme.
2. To assist with event administration, including documentation booking forms and supplier liaison.
3. To help co-ordinate event bookings on Council land and maintain accurate event records.
4. To support event logistics before, during and after events, including operational presence at events where required.
5. To assist in ensuring Council-run events comply with relevant legislation and Council policies.
6. To work collaboratively with partners, community groups and contractors to support successful event delivery.

General Responsibilities

· To maintain positive working relationships with colleagues, councillors, partners, businesses and members of the public.
· To deliver high standards of customer service at all times.
· To collaborate across services for the overall benefit of the Council.
· To contribute to the Council’s environmental commitments and sustainability objectives.
· To undertake any other duties commensurate with the grade and general character of the post.



Person Specification

	
	Criteria

	Essential
	Desirable
	How assessed?

	Education, Qualifications & Training


	1
	3 GCSE’s grade C or above (including English and Maths) or equivalent NVQ or having significant and relevant experience.
	ü
	
	Certificates

	2
	Full UK Driving Licence

	ü
	
	Document

	Experience


	4
	Experience working in a customer-facing operational environment
	ü
	
	Application/
interview

	5
	Experience of handling cash and/or supporting commercial activities
	ü
	
	Application/
interview

	6
	Experience supporting the delivery or administration of events 
	
	ü
	Application/
interview

	7
	Experience of working with partners, businesses or community groups
	ü
	
	Application/
interview

	
	Experience assisting in the supervision of frontline or seasonal staff
	ü
	
	

	
	Experience of working within a local authority environment
	
	ü
	

	Skills, Abilities & Knowledge


	8
	Excellent organisational skills and ability to manage competing priorities
	ü
	
	

	9
	Ability to work flexibly across operational tasks
	ü
	
	Application/
interview

	10
	Strong communication skills (written and verbal)
	ü
	
	Application/
interview

	11
	Good IT skills including MS Office and social media 
	ü
	
	Application/
interview

	12
	Ability to remain calm and act diplomatically when dealing with the public
	ü
	
	

	13
	Problem-solving skills and ability to adapt to changing situations
	ü
	
	Application/
interview

	14
	Understanding of Health & Safety practices
	ü
	
	Application/
interview

	16
	Creativity to contribute ideas to events and commercial opportunities 
	
	ü
	Application/
interview



Ability to safely carry out manual handling and operational duties associated with the role.
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