
 

 
Job Description 
 
Events Coordinator (Chetham’s Library) 
 

Salary: £19,237 - £22,987, dependent on experience 

Full time position 

 

One year fixed term contract subject to annual performance appraisal, 

reviewable and extendable by negotiation. 

 

Responsible To: Events & Operations Manager  

 

Hours of work: 35 hours a week, flexible, will include weekends and evenings 

 

Holiday Allowance: 20 days per year plus bank holidays, to be taken in 

consultation with the Events & Operations Manager to ensure the Department has 

cover throughout the year. 

 

Notice Period: 2 months 

 

CONTEXT: 

 

Chetham’s Library was founded in 1653 and is the oldest public library in the 

English-speaking world. It is an independent charity and remains open to readers 

and visitors free of charge. Housed in some of Manchester’s oldest historic 

buildings which also feature a number of event and performance spaces hosting a 

varied programme of conferences, weddings, concerts and other events. 

 

PURPOSE: 

 

To assist with the successful delivery of conferences, weddings and internal 

events within Chetham's, ensuring that all events are efficiently organised, 

managed and delivered to a high professional standard, enhancing the reputation 

of Chetham's as an events venue.  

 

To have particular responsibility for Chetham’s Library and College House events, 

working closely with colleagues in Chetham's Library to ensure that the cultural 

identity of the organisation is respected and enhanced by all commercial bookings 

and partnership events, building the reputation of Chetham's Library and College 

House as a significant heritage attraction and cultural hub. 

 

Deputise for the Events & Operations Manager in their absence. 

 

  



KEY RESPONSIBILITIES: 

 

Sales and Marketing  

 

1. Assist the Events and Operations Manager to ensure that the use of venue 

spaces in College House is maximised to successfully deliver both external 

venue hire and internal events, in accordance with plans and targets. 

 

2. Respond to all event enquiries whether it be by phone, email or via a 

venue finding agency. 

 

3. Meeting and greeting prospective clients and conducting venue show 

rounds. 

 

4. Assist the Events and Operations Manager to manage relationships with 

clients and potential clients from initial enquiry and site visit through to 

post-event aftercare, providing a first-class service and professional 

experience. 

 

5. Ensure that the reputation of the Chetham's brand is upheld at all times 

by respecting the cultural identity of the organisation when making 

bookings and arranging events, and through the delivery of a highly 

professional service.  

 

Event Management  

 

1. Contribute to the efficient and effective planning, management and 

delivery of weddings, commercial and internal events in College House. 

 

2. Work with external event partners such as florists, caterers, lighting and 

production companies to manage their involvement with events, ensuring 

all procedures and guidelines are available and understood. 

 

3. Work with the in-house facilities management team to plan set-up, set-

down and cleaning for events, and oversee the provision and arrangement 

of all technical resources for internal and external events, as required.  

 

4. Share responsibility to ensure that all events are appropriately and 

adequately staffed and resourced and that detailed pre-shift briefings are 

carried out before every event to improve and maintain quality of service 

and presentation.  

 

5. Liaise with colleagues from relevant departments across the site to ensure 

smooth running of internal and external events.  

 

6. Ensure that all events information is fully updated on the event 

management system, Artifax, and keep all internal stakeholders informed 

of forthcoming events.  

 

7. Assist the Events and Operations Manager to ensure that client reviews 

and event evaluations take place and ensure any necessary follow-up 

action is taken, promptly addressing and resolving any issues. Share 

feedback with colleagues and use as a constructive tool.  

 

 

 



Financial, Compliance and Legal   

 

1. Assist the Events and Operations Manager to ensure that invoices are sent 

out promptly and efficiently, and liaise closely with the Accounts 

Department to chase and collect debts.  

 

2. Share responsibility to ensure standards of safety, hygiene and tidiness 

are maintained throughout the event spaces. 

 

 

GENERAL RESPONSIBILITIES 

 

The Events Coordinator will: 

 

1. Promote Chetham’s in a positive and professional manner at all times; 

 

2. Display a flexible ‘can do’ approach which will enhance Chetham’s 

wider reputation; 

 

3. Operate in accordance with Chetham’s policies and procedures 

including, in particular, Chetham’s Child Protection and Safeguarding 

Children Policy Statements (see separate document); 

 

4. Undertake any training necessary to meet the requirements of the 

post; 

 

5. Adopt a flexible approach to working hours as required by the 

business; 

 

6. Undertake any other duties, relevant to the post holder’s skills, which 

may, from time to time be deemed necessary; 

 

7. Contribute to relevant meetings with governance and management 

committees, Health and Safety and Operations meetings, and others 

as required. 

 

8. Maintain confidentiality of information acquired in the course of 

undertaking duties. 

 

9. Take a full part in the staff development programme, including 

appraisals. 

 

10. Be open to new ideas, understand the need for change and be willing 

to adapt; 

 

11. Be aware of the issues of equality and diversity, understand and be 

sensitive to cultural differences; 

 

12. Be responsible for his/her personal presentation, health and physical 

fitness; 

 

13. Maintain a high level of attendance; 

 

14. Take all possible steps to ensure a safe working environment for self 

and others. 

 

  



PERSON SPECIFICATION 

 

Essential 

 

1. At least 2 years’ experience in an events role or similar environment; 

 

2. Experience of dealing with customers and suppliers within a 

hospitality/events setting; 

 

3. Experience of conducting venue show rounds, advising clients on how to 

organize their event and recording event information onto function sheets; 

 

4. Experience of understanding and selling corporate services; 

 

5. Experience of financial and HR duties including invoicing, purchase orders, 

credit control, time sheets and staff rotas; 

 

6. Ability to manage own workload and work well under pressure in a busy 

environment; 

 

7. Good general standard of education and excellent literacy and numeracy 

skills; 

 

8. Good working knowledge of common IT software, including Outlook, Word, 

Excel and PowerPoint; 

 

9. Ability to communicate with a wide range of people, both internally and 

externally; 

 

10. Willingness to work unsocial hours, including evenings and weekends. 

 

Desirable 

 

11. Experience of using Artifax Event software; 

 

12. An active interest in the arts and/or music business; 

 

13. Experience of planning and delivering weddings. 

 

 

  



CHILD PROTECTION AND SAFEGUARDING CHILDREN 

  

The post holder will be required to obtain clearance via Chetham’s from the 

Disclosure and Barring Service and in addition to comply with the specific 

requirements of Chetham’s in relation to child protection and safeguarding. 

 

The post holder’s responsibility for promoting and safeguarding the welfare of 

children and young persons for whom s/he is responsible, or with whom s/he comes 

into contact, will be to adhere to and ensure compliance with Chetham’s Child 

Protection and Safeguarding Policy Statements (available at 

www.chethams.com) at all times.  If, in the course of carrying out the duties of the 

post, the post-holder becomes aware of any actual or potential risks to the safety 

or welfare of children in Chetham’s, s/he must report any concerns to Chetham’s 

Child Protection Officer or to the Head (as appropriate). 

  

This Policy and Procedure is in line with national directives and must be adhered 

to by all staff.  Chetham’s is committed to the development of good practice and 

sound procedures. We will always endeavour to fulfil our duty to challenge or 

intervene in order to protect all students at Chetham's. Concerns and referrals 

will be handled in a sensitive and professional manner which will support the 

needs of students and staff.  Chetham’s recognizes the contribution it can make 

to protect and support students. 

  

 

I agree that I have read and understood the attached job description.  

 

 

 

Employee’s name  .....................................................   

 

 

Employee’s signature ................................................ 

 

 

 

Date .......................................................................... 


