Premier Christian Radio

22 Chapter Street

London SW1 5AG

JOB DESCRIPTION
	PRINCIPAL AIM OF THE Organisation: 

“ To serve the Churches and the wider community of Greater London and beyond by conveying the significance of the life, teaching, death and resurrection of Jesus Christ - as recorded in scripture and expressed in the historic creeds of the Christian faith - through radio and other media.”


Event & Volunteer Coordinator Job Description

Job Title: Event and Volunteers Coordinator

Full Time: 35 hrs (9.15am - 5.15pm) flexible 

Department: Marketing 

Location: London 

Salary: £18,000 - 22,000

Reporting to: Marketing Manager 

Closing Date: 19th February 2010

THE ROLE

The purpose of this role is to ensure two things:

· That Premier’s presence at all external events e.g. (Spring Harvest, CRE, IGOC etc) is well planned, coordinated and executed in line with Company objectives.

· That Premier’s group of Events Team and Radio-activist Volunteers grows and that good processes are in place for recruitment, on-going communication and outcome activities.


MAIN DUTIES AND RESPONSIBILITIES: 
· Liaison with external organizations on Premier’s input to their events. 

· Booking stand space and marketing opportunities at events.

· Planning all logistics (resources, materials, staffing, volunteers) relating to these events.

· Attending these events (across the UK) to ensure successful execution.

· Reporting on progress and success.

· Recruiting new Events Team and Radio-activists.

· Ongoing communication, briefing and resourcing of volunteers.

· Liaising across the Marketing team and other Premier departments on upcoming volunteer needs and priorities.

· Planning a once yearly Volunteers Appreciation Evening.

· Building of own skills and competences for implementing marketing projects 


QUALIFICATIONS & EXPERIENCE: 
· Experience in exhibition events and/or volunteers management

· An understanding of the broad Christian community 

· Educated to HND level or above  

· Experience of working in a busy, high pressured environment

· Full Clean UK driving license (Highly Desirable)

ABILITIES & SKILLS: 
· Excellent oral and written communication skills 

· Ability to handle and own multiple projects 

· Excellent administration and organizational skills 

· Pro-active and show initiative 

· Team player 

· Ability to work well under pressure

· Working outside normal office hours and in various locations across the UK is a key requirement of the job.

PERSONAL: 
· A lively, flexible, friendly personality with a high level of commitment and dedication 

· An effective team player with excellent interpersonal skills 

· Confident in decision making and creative problem solving 

· IT literacy in main set of Microsoft programmes 

· The post-holder will work in a Christian environment and will deal with Christian organisations and Ministries for most of the time, therefore it may be necessary for the jobholder to be a Christian. 

· The post-holder will abide by the organisation’s Health & Safety and Equal Opportunity Policy at all times. 

HOW TO APPLY:

Please contact The Human Resource Department on 020 7316 1300 or email CV and completed application forms stating current salary to jobs@premier.org.uk. Application forms can be downloaded from www.premier.org.uk and the closing date is 19th February 2010. Only short-listed applicants will be contacted by 26th February 2010

