St Werburghs City Farm
JOB DESCRIPTION AND PERSON SPECIFICATION 
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Events Manager (17.5 hours per week, 1 year contract)
Working days and hours can be agreed on a flexible basis with the key busy periods being during the run up to our major events in April, June, October and December.  

Welcome to the Farm
St Werburghs City Farm is a small charity that uses our unique nature sites as a launchpad for community projects that reach over 3,500 people every year. All our work is based in nature and farming, with the aims to improve physical and mental health, offer green-skills learning opportunities, and increase community connection. Our core programme of community projects exists to serve:
· children struggling in mainstream education or experiencing marginalisation 
· adults with learning disabilities
· adults experiencing mental health challenges. 
And our wider communities benefit from our events and free-to-enter urban Farm, which invite 60,000 people each year to connect, celebrate, and enjoy inner-city nature sites.

Our sites include:

· A small urban Farm with livestock and vegetable patches
· A café (which we lease to a company) and popular playground
· A community garden on Mina Road
· Boiling Wells Woodland Conservation and Amphitheatre site, on Boiling Wells Lane
· 230 community allotments

Access to green space is not equal, and the Farm is committed to addressing this inequality. The Farm’s EDI strategy was created in collaboration with our communities, and is central to our work and decision-making as a team. We cherish our diverse neighbouring communities and all the skills, perspectives and energy they bring to the Farm through our regular community consultation and engagement work. We recognise the Farm’s responsibility to continually improve and learn to become more equitable.

We are working to create a future where communities connect, green spaces flourish, and together we thrive.  

Events and Site Hire at the Farm
Events and Site Hire at the Farm are an important part of our income generation portfolio, which we need in order to fund the running of our community services that support over 3,500 people each year. Events and Bookings are also opportunities for celebration, community connection, and engaging our supporters. 

The Farm has historically run 4 seasonal fairs each year (Spring, Summer, Autumn, and Winter). These include musical programming, street markets, family activities, and an in-house bar and café offering. The Summer Fair is the largest event of the year, and an important part of Bristol’s cultural calendar.

We also operate a busy Site Hire schedule, and an increasingly popular Weddings offer at Boiling Wells. Site Hire is key opportunity for income generation in the future.


What you will love about working here
· Working in a supportive environment which values your diversity and talent.
· Access to training opportunities and reflective practice.
· Being part of a welcoming team that strives for greater inclusion and equity.
· Flexibility for those with families and other commitments.
· An office based at the Farm, surrounded by allotments. A beautiful, green, community setting.
· Generous annual leave entitlement – 25 days and bank holiday pro rata.
· Participation in the NEST pension scheme.
· Staff discount at the City Farm Café
· Opportunity to pop outside and say hi to a goat or cuddle a guinea pig when you need to!
 
About the role
We’re looking for someone who wants to join our busy charity to make a real and lasting difference to people’s lives. With experience in planning and coordination of events, you will have a flair for organisation, excellent communication skills and be able to inspire the team with your creative ideas and practical know-how!

With the support of your team of interns, you will be responsible for the planning, budgeting, scheduling and running of the Charity’s seasonal events programme, including at least four events every year in April, June, October and December (the Farm Fairs). Your workload will include a range of activities, including to:  

· Plan and deliver the single-site Spring, Autumn and Winter Fairs (approx. 500 attendees per event)
· Lead the coordination and delivery of the multi-site Summer Fair, attracting more than 4,000 people over one day, with support from the wider staff team.
· Work towards income generation targets agreed upon in collaboration with you line manager (Fundraising Manager)
· Review existing event plans and look for opportunities to maximise attendee satisfaction and income generation.
· Maintain a warm relationship with our key events supporter Bristol Beer Factory, who supply free beer at all our events, and the Duke of York Pub whose team volunteer to run the bar. 
· Coordinate the planning and booking of event infrastructure in alignment with the events budget.
· Arrange event staff and volunteers including rotas, job descriptions, and briefings on the day, etc.
· Coordinate, recruit and support events interns to help deliver the events programme.
· Lead the programming of performance, workshops, décor and other creative elements of each event, ensuring our events represent the diverse communities we serve and offer a range of entertainment that reflects our values.
· Create event marketing materials to promote ticket sales, liaising with the Communications Manager and ensuring events are well attended using print, social media and other channels.
· Be the point of contact and build and maintain relationships with key partners (neighbours, traders, artists, suppliers, etc) to enable successful running of the events programme.
· Market, coordinate and grow wedding bookings at Boiling Wells, developing a strong reputation as a unique woodland wedding venue in Bristol.
· Ensure all events meet health & safety requirements, including Food Hygiene, and safeguarding children and vulnerable adults, as well as site and equipment safety, etc.
· Collaborate with the wider staff team to ensure our events provide opportunities to showcase and support our work, both financially and in other ways.
· Lead the Farm in maximising opportunities to deliver events in partnership with other organisations, e.g. opportunities for the Farm to run a bar or agree a profit share in exchange for site use or promotion. 

Your skill set
· Experience managing a budget and raising income through events 
· Experience of event management and coordination
· Strong organisational and administrative skills
· Good communicator with the ability to work with a diverse team and develop good relationships
· Experience recruiting, supporting and coordinating a team (including volunteers, interns and staff).

Your approach 
· Excellent planning, administrative and organisational skills 
· Creative, enterprising 
· Efficient, focused and able to prioritise
· Commitment to learning new skills, reflective of your work and a willingness to learn and adapt
· Ability to work as part of a team, delegating responsibility and communicating priorities
· Ability to manage personal deadlines and prioritise a demanding workload
· Strong interpersonal and communication skills; professional, personable, collaborative and approachable etc
· Reliable, pro-active and self-motivated and ability to think creatively
· Commitment to inclusion, equality and accessibility
· Passionate about the Farm's vision, mission and activities.


Other details

Contract type:  	12 months 
Salary:  	£27,803 pro rata (£15.28 per hour)
Hours of work: 	17.5 hours per week, with potential for flexible working month to month. The busiest times are March – June and September – December, so this post could work for someone with existing commitments in July and August, for example. Usual working hours will be between 9 - 5pm, Monday to Friday, with flexibility and weekend working required for delivery of events.  
Place of work: 	This role is based at St Werburghs City Farm in Bristol, with options for occasional remote working. 
Reporting to:		Fundraising Operational Manager
Annual leave: 		25 days holiday per year, plus public holidays, pro rata  
Probationary period: 	The appointment will be subject to a probationary period of 3 months.  
References: 	All appointments will be confirmed only upon receipt of satisfactory references. 
Application Deadline: 10am Monday 12th January


The successful candidate will be required to undertake a DBS check for this role. If you have any questions or would like an informal chat about the role, please email: director@swcityfarm.co.uk

St Werburghs City Farm – a green oasis in the heart of Bristol city. 
Registered Charity Number 297091      Company Limited by Guarantee Number 2114442
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