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JOB DESCRIPTION 
	Job Title: Hive events coordinator  
	Band 5: £26,338 - £29,959
Opportunity to progress to £31,637

	Department: Library Services

	Reporting directly to: Hive Library Manager

	Supervisory responsibility for: n/a

	Other Contacts 
Internal: Other teams and staff within The Hive and WCC Library Services, especially the Hive Library Manager, Team Leaders, Library Communications Manager, Business Support and Bellrock staff 
UW Communications and Participation Department, UW IT, UW Staff, UW Students’ Union
  
External: WCC Library Managers. Users and deliverers of events and exhibitions including the business community, schools, cultural organisations etc.


	Purpose of role
The Hive is unique in bringing together a wide range of people from across the community. The events programme is a key means for the University and County Council to showcase their partnership and reach thousands of people each year with opportunities to engage in education, culture, well-being, employability and business support. The activities are held both in-person in the building, and increasingly, the digital space, allowing their impact and reach to increase, and also with the aim of increasing the digital literacy of participants. The post reports to the Hive Library Manager but will also work closely with the Service Development and Engagement Manager. 

This is an exciting role for a creative, customer focused person with strong communication skills to:

· Lead the coordination, delivery and evaluation of a lively and extensive events and exhibitions programme at The Hive which supports the strategic aims of both partners and is aligned to the annual library plans.
· Identify Hive events which could also run at other libraries across the county.
· Build and maintain excellent and constructive contacts with a range of internal and external individuals and organisations who contribute to or engage with the events programme.
· Work with the Library Communications Manager and UW Communications team to play a significant role in the effective marketing and communications of events and exhibitions.

	Main Duties

1. Lead on the management and delivery of a large number and variety of Hive events and exhibitions, both physical and digital, ensuring they are delivered on time and to a high standard and directing and training other team members as required.
2. Work closely with the Hive Library Manager, Service Development and Engagement Manager and a range of partners in devising annual exhibition and event plans that align with priority areas including ideas for income generation.
3. Coordinate the end-to-end online booking and management process, working with the Business Support Team and other Hive staff to ensure smooth running of events. This will include but not be confined to:
· overseeing the online booking system 
· responding to requests and bookings in a timely fashion, ensuring ongoing liaison and correspondence with regard for GDPR compliance 
· managing room bookings at The Hive in relation to the events programme,
· liaising with stakeholders who may have complex and conflicting requirements and expectations and providing advice on policy to team members. 
· Ensuring customers’ IT requirements for bookings are met, liaising with IT Department as necessary
4. Review and evaluate events and exhibitions within an agreed satisfaction and impact framework to ensure continued improvement of standards and relevance of the programme offered and accurately collate and present participation and impact data to a range of stakeholders, including regular reports and recommendations for improvements to Hive managers group.
5. Constructively manage existing relationships and proactively build new ones with a range of internal and external individuals and organisations, working together to deliver successful events and feeding back suggestions for changes or improvements. 
6. Keep the Hive Library Manager, Service Development and Engagement Manager and other stakeholders informed of opportunities to extend the reach of The Hive and online programme across the County and reach new audiences. 
7. Coordinate and assist in the installation of exhibitions including agreeing conditions of loan, insurance requirements, the packing, loading, hanging, mounting and framing of exhibits as required, liaising with Facilities Management and ensuring a safe environment is maintained.
8. Work with UW and WCC Communications on the creation of marketing materials covering key events and activities in The Hive and wider library service, including  the writing of event descriptions and a contribution to the Library social media programme. 
9. Work with other staff on the team and within UW and WCC on the creation of print and web-based information and resources supporting the exhibition and events programme.  
*The above does not represent an exhaustive list of duties associated with this role.
Disclosure: This employment is exempt from the Rehabilitation of Offenders Act 1974. Candidates will be required to declare any criminal convictions, cautions or bind-overs, including any that would be regarded as spent under the Act in other circumstances. If you are selected for appointment you will be required to apply to the Disclosure and Barring Service for a Criminal Records Check/Barred List Check.




DBS Eligibility Last Assessed: 		
image1.png
L UNIVERSITY of
3“ WORCESTER





image2.svg
                                                                                                                                                                                                                     


