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Events Officer

	Job grade
	Level 2 
	Reports to
	Events Team Lead Regents Park, dotted line to Events Team Lead Whipsnade Zoo

	Directorate
	Development 
	Function
	

	Contract 
	Permanent, full time

	Location
	Dual site - Regent’s Park and Whipsnade Zoo



Responsibility for resources

	Direct line reports
	None
	Responsibility for other resources
	N/A

	Financial resources
	N/A
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

 Purpose of the role 
To support the ZSL Events Team with day-to-day logistical operations ensuring the smooth-running of the team’s vast and complex events programme. This role will report into the Events Team Lead. 

Key responsibilities 

· Support the Event Team Leads in the planning and delivery of individual events. Emphasis on efficiencies and resources for dual site seasonal events
· In the absence of the Event Manager and Event Team Lead provide supervision to event staff and volunteers
· Research and develop ideas and material for seasonal events. Under guidance for the Event Team Leads, pull together the project plans and oversee the delivery of repeat seasonal events. 
· Responsible for overseeing contractors on site and ways of working.  Help support the induction and health and safety process for contractors.
· To be the day-to-day contact for queries from contractors in the run up to events. 
· To support the Event Team Lead as a point of contact for onsite queries and day to day running relating to the live event from colleagues, event staff and contractors. 
· Support the Event Team Leads with compiling, analysing, and writing up event evaluation reports and visitor feedback. 
· Plan and oversee staff training days. Ensure staff complete all compulsory and necessary training required. 

· Responsible for the movement and maintenance of equipment between the two sites. Support the Event Administrators with the management of the equipment inventory. 
· Assume responsibility for the delivery of an event in the absence of the Event Team Lead or Event Manager. 

The duties and responsibilities described are not a comprehensive list and additional tasks 
may be assigned from time to time that are in line with the level of the role.

Person Specification

	Experience


	Essential 
	· Previous experience of working on an event 
· Demonstratable operations and logistics experience 
· Ability to manage competing priorities to strict deadlines. 


	Desirable 
	· Previous experience within the visitor attraction industry 
· Experience of working with volunteers 
· Set dressing and theming event areas 



	Knowledge and skills


	Essential 
	· Creative mindset with the ability to generate and develop innovative ideas for events
· Proficient in Microsoft programmes such as Excel and PowerPoint 
· Organised with a methodical and thorough approach to work 
· Able to demonstrate good attention to detail 
· Flexibility and good time management 
· Ability to stay calm under pressure and problem solve efficiently 
· A great team player with excellent communication skills 
· Ability to develop relationships quickly 
· Good at juggling tasks and prioritising 
· A desire to show initiative. 
· The candidate must be physical fit as this role requires outdoor working, lifting and physical tasks on a regular 


	Desirable 
	· Skills in design or web software is an advantage 



	Additional requirements


	Essential 
	· The role is broadly based on standard office hours (9am–5.30pm), however, it should be viewed as operating on an annualised hours basis, dependent on the requirements of the programme. Evening and weekend work will be required as part of the normal delivery of events. Any additional hours worked will be managed through Time Off in Lieu. In accordance with the staff handbook, this time will be taken at appropriate points, subject to operational requirements and programme dependencies, and managed within the annualised hours framework. Overtime payments do not apply to this role, and applicants should be aware that out-of-hours working is inherent to the position. This post will require extensive outside working with direct exposure to the weather. 
· To comply with and promote Health and Safety policies and procedures 
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