



Job Description

Job Title: Events Team Leader
		
Line Manager: Marketing Manager. 

Salary: £14.43 an hour.

Hours: 25 hours per week, worked across 5 days at 5 hours per day, with 3 days office-based and 2 days working from home. The role will primarily involve midweek and daytime working; however, due to the nature of events, some flexibility to work evenings and weekends will be required in line with the events programme. Additional hours worked as Event Duty Manager outside the contracted 25 hours will be paid as overtime.

This job description describes the general nature and level of work expected of the employee assigned to this role. It is not intended to be an exhaustive list of all responsibilities, duties and skills. The organisation may revise this job description as required and will consult with the role holder where appropriate.
THE PERKS
· 33 days of Holiday Annual Leave (pro-rata for part-time employees)
· A travel pass for local public transport: trains, buses, and ferries. 
· Birthday holiday after 12 months of service.
· Length of Service Benefit - additional days of holiday for every five years of employment.
· Employee discounts in our shops and cafés.
· Allocated complimentary admission tickets for friends and family.
ROLE PURPOSE 
As the Events Team Leader, you will lead the planning and delivery of high-quality events and private-hire experiences. With a strong focus on organisation, creativity and people leadership, you will oversee events from initial enquiry through to post-event follow-up. You will work collaboratively across teams, develop strong client relationships, and support the Events Team in delivering inclusive, engaging, and commercially successful experiences. The role will also contribute to income generation, business growth and the continued development of the wider visitor experience.
STANDARDS OF SERVICE
As Events Team Leader, you will maintain consistently high standards of service throughout the event journey, from initial enquiry to post-event follow-up. You will ensure events are professionally planned, well organised, inclusive and delivered with close attention to detail. Working collaboratively with clients, suppliers and internal teams, you will support accessible and engaging experiences for a wide range of audiences. You will demonstrate effective leadership, sound commercial judgement and a commitment to continuous improvement, helping to strengthen client relationships, grow event income and maintain the organisation’s reputation for excellent visitor experiences.
KEY RESPONSIBILITIES

· Client Enquiries and Customer Service
Respond promptly and professionally to event enquiries, providing a welcoming and helpful first point of contact for prospective clients.
· Venue Tours and Client Engagement
Lead informative and engaging venue tours, helping prospective clients understand the available spaces, services and event opportunities.
· Event Planning and Coordination
Lead the planning of events from confirmation through to delivery, including preparation of Venue Hire Agreements, supplier coordination and detailed Event Running Orders.
· Team Scheduling and Coordination
Use Shiftie to schedule the Events Team, ensuring appropriate staffing levels and effective deployment for each event.
· Payroll Administration
Submit accurate payroll information to HR and the Guest Experience Manager within required timescales.
· Catering Coordination
Work closely with the Catering Management team to coordinate the provision of high-quality food and beverage services appropriate to each event.
· Internal Communication
Communicate event requirements and key operational information to the relevant internal teams in advance to ensure effective coordination and readiness.
· Financial Administration
Ensure client invoices are administered promptly, and supplier invoices are processed accurately and promptly.
· Post-Event Follow-Up and Client Relationships
Contact clients following events to thank them, gather feedback and identify opportunities for repeat business.
· Marketing and Promotional Support
Work with the Marketing team to keep the Events Brochure, website, and promotional materials accurate, up to date, and commercially effective.
· Team Development
Train, mentor, and support Events Team members, promoting a positive, collaborative, and high-performing work environment.
· Budget Monitoring and Reporting
Monitor financial targets and event expenditure, work within agreed budgets and provide monthly event cost reporting to the Senior Leadership Team.
· Event Development and Innovation
Propose and develop new event ideas and experiences that improve the client offer, support commercial objectives and enhance the visitor experience.
Additional Responsibilities and Opportunities for Growth
· Event Duty Management
Act as Event Duty Manager when required for private hires and out-of-hours functions. Full training will be provided, including support in obtaining a Personal Licence and a First Aid qualification, to enable safe and effective event management.
· Promotional/Marketing Activity
Working alongside the marketing team to support the promotion and delivery of new and existing event opportunities, helping to attract new audiences and develop personalised visitor experiences.
· Accessibility 
Support inclusive and accessible event and tour delivery, identifying opportunities to remove barriers for visitors and build packages for Green events as part of the ongoing sustainability action planning. 
· Event Equipment and Setup
Manage and maintain event equipment, including the PA system, ensuring equipment is appropriately stored, stocked, tested and ready for use on event days.

Your Skills
Key Skills for the Ideal Candidate
1. Event Planning & Coordination - Expertise in managing all aspects of event delivery, from initial enquiry through to execution and follow-up.
2. Leadership & Team Management - Ability to inspire, mentor, and coordinate a diverse team to deliver exceptional guest experiences.
3. Exceptional Communication - Warm, clear, and professional communication skills for client engagement, cross-team collaboration, and guest interaction.
4. Customer-Centric Mindset - Strong focus on delivering immersive, high-quality, and accessible experiences that exceed guest expectations.
5. Commercial and Financial Acumen – Commercially focused and skilled in budget management, invoice processing, and cost monitoring to ensure financial targets are met.
6. Creative & Innovative Thinking - Ability to generate practical new ideas and concepts that enhance events, improve the client experience and support business objectives.
7. Operational Efficiency - Competence in managing event logistics, equipment, and technical setups smoothly and effectively.
8. Marketing & Promotional Awareness - Experience working with marketing teams to support promotional activities and drive new business opportunities.
9. Commitment to Accessibility & Inclusion - Knowledge of inclusive practices to make events accessible to diverse audiences and incorporate volunteers effectively

The role holder may be required to undertake any other appropriate duties as deemed necessary.
PERSON SPECIFICATION – Event Team Leader
Note to Applicants: Essential requirements are denoted by the letter ‘E’.  Desirable criteria are marked with ‘D’.  

	CRITERIA
	REQUIREMENTS 
	METHODS OF ASSESSMENT

	Experience, Knowledge and Skills 
	Proven Experience in Events or Hospitality Management
Minimum 1 year of experience planning, coordinating, and delivering events in a visitor attraction, cultural venue, hospitality, or similar guest-facing environment. (E)
Inspirational Leadership Skills
Demonstrated ability to lead, motivate, and support a team in a fast-paced setting, creating a collaborative, energised, and guest-focused working culture. (E)
Exceptional Communication and Interpersonal Skills
Friendly, confident communicator who can build rapport with clients, lead venue tours, liaise with suppliers, and collaborate effectively across departments. (E)
Outstanding Organisation and Attention to Detail
Skilled in multitasking, managing timelines, and executing events with precision, from booking to breakdown. (E)
Commercial and Financial Awareness
Comfortable working with budgets, processing invoices, tracking costs, and identifying opportunities to drive additional income into the business. (E)
Customer-Focused Approach
Commitment to delivering high-quality, engaging and inclusive guest experiences that reflect the organisation’s service standards and values. (E)
Creative Thinking and Problem Solving
Ability to bring new ideas to life, elevate standard events, and respond quickly and calmly to unexpected challenges. (E)
Tech-Confident and Operationally Efficient
Familiarity with event scheduling tools (e.g., Shiftie), Microsoft Office, CRM platforms, and a willingness to embrace new technologies and digital systems. (E)
Commitment to Accessibility and Inclusivity
An understanding of best practices in accessible event delivery and a dedication to making events inclusive for all audiences. (E)
Professional Representation
Ability to represent the organisation professionally and positively, with an understanding of the visitor economy and a commitment to supporting high-quality cultural and tourism experiences in Liverpool. (E)
1st Aid Qualification (D)
Personal Licence Holder (D)
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Key to Assessment Methods: A – Application, P Presentation, I – Interview.
Review Date MC/GM/August 2026

