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	ATTRIBUTE

	ESSENTIAL
	DESIRABLE

	1.
	Standard of General
Education

	English and Maths at GCSE or equivalent level
Competent in a networked environment (using Microsoft Office and on-line databases) [application]
	

	2.
	Academic 
Qualifications

	Appropriate degree or equivalent professional qualification or level of experience [application]
	


	3.
	Professional
Qualifications
	
	Experience of being a Designated Premises Supervisor. 
* See 5.iv main duties

	4.
	General Skills/
Experience

	4.1
	Excellent written and verbal communication and interpersonal skills.
[application and interview]

	4.7

	Appreciation of the Higher Education Landscape in relation to business engagement. [application and interview]

	
	
	4.2
	Ability to work flexibly and travel to a range of locations and organisations (including inter-site) and adapt to changing circumstances.[application and interview]
	4.8
	Evidence of working 
within a similar venue/ HE institution. [application and interview]

	
	
	4.3
	Experience of high quality customer care and service in liaising and negotiating with customers (including 
internal customers). [interview]
	
	

	
	
	4.4
	Experience of one of the following: conferencing, event or venue management. [application and interview]
	
	

	
	
	4.5
	Ability to co-ordinate support teams.
 [application and interview]
	4.9
	

	
	
	4.6
	Competent use and prior knowledge of all relevant IT software packages (Microsoft Office, CRM and booking systems). [application and interview]
	
	

	5.
	Specific Skills/
Experience

	5.1  

	Experience of undertaking market research and devising strategies. [application]
	5.5

	

	
	
	5.2
	Proven ability to meet or exceed performance targets.[application and interview]
	5.6
	

	
	
	5.3
	Knowledge of funding sources. [application and interview]
	5.7
	

	6.
	Specific Qualities
related to particular
position

	6.1
	Excellent time management skills and ability to multi-task. [application and interview]
	6.3
	

	
	
	6.2
	A proven commitment to excellent health and safety practice. [application and interview]
	6.4
	

	7.
	Other


	Commitment to the University’s policy framework on diversity and health and safety. [application and interview]
	

	
	
	Self starter who takes responsibility for achieving targets. [interview]
	

	
	
	Possessing a full driving licence and access to vehicle.
Appropriate standard of personal presentation required.
[application] 
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THE UNIVERSITY OF WOLVERHAMPTON
SCHOOL OF SPORT, PERFORMING ARTS AND LEISURE


JOB DESCRIPTION

POST:	Performance Hub Promoter

LOCATION:	Performance Hub, Walsall

GRADE:	UW 7 (£25101 - £27428)

ESTABLISHMENT NO:	203

1.	ORGANISATION CHART

Reports to:	Associate Dean, External Income

Post Holder:	

2.	CONTACTS

Internal:	Pro-Vice-Chancellor for Research and Enterprise (Executive); Dean of School; Associate Dean of School, Business Development Managers, SSPAL Business and sales representative, SSPAL marketing manager, SSPAL Technical Team; Business Solutions Office; Project Support Office, Finance; School Offices; Graduate School; academic colleagues in various Schools; Site Manager and staff.

External:	Wide range of Higher Education clients comprising owner/managers, directors and senior managers in small and medium-sized and large enterprises and professional organisations, funding body representatives; local authorities and other groups as required by the Dean of School.

3.	PERSONAL SPECIFICATION
	
Following the opening of the new £18 million Performance Hub, a new post has arisen to support the School in enabling the facility to maximise its potential in terms of its utilisation.  The role will be to promote the facilities and support the implementation of new systems and processes in order to achieve this end. The person appointed will be a key member of the School’s developing sales team and a self-starter. They will have a key customer facing operational position driving the School’s attainment of its income generation target with the ability to initiate, lead and develop opportunities for the Performance Hub. 

 (See attached sheet in relation to the specific appointment)

4	CONTEXT

The Performance Hub integrates music, dance and drama teaching provision and external income generation of these departments by making this exciting new building to outside audiences.

The Performance Hub has a black box performance space and is a landmark focal point in Walsall and the wider West Midlands region. Drawing on local and regional communities across
The UK, it seeks to bring together actors, choreographers, designers, writers, researchers, dancers, theatre practitioners and musicians, ensuring that the University’s reputation in Performing Arts grows and enriches the lives of all who engage with us.

To ensure that SSPAL fully maximises this asset and position correctly in the local market, a new internal co-ordinator post is required for the next 2 years to liaise with the school’s sales and marketing staff. It is envisaged that after this initial period, the incremental non-HEFCE income raised will be sufficient to sustain this post permanently.

	


5.	MAIN DUTIES AND RESPONSIBILITIES

	In accordance with the generic procedures and work instructions laid down in the School, to undertake the following duties:

(i) Support and liaise with the School Business and Sales representative to proactively identify potential clients and developing relations with external business support agencies and the private sector within a managed customer relationship system and to initiate, develop and lead market initiatives and the management and delivery of the customer facing strategy in order to maximise the external booking opportunities identified.  
(ii) Oversee the event management and business side of delivery ensuring that intellectual and material goods and services are delivered in a timely and safe manner liaising fully with the Associate Dean and the BDM for Business solutions.
(iii) Achieve income generation targets for the Performance Hub and advise the Associate Dean of School, Heads of Departments and ARD Champions on issues relating to the development of relationships and services for the region.
(iv) To be the Designated Premises Supervisor (licensee) for the Performance HUB, ensuring that the grant application is successfully submitted to the authority within 6 months of being in post. * It is essential to obtain DPS (licensee) status in order to fulfil this role.  In addition the DPS (licensee) will ensure that the facility and the management and operation thereof conforms to the health and safety requirements and standards, e.g. risk assessments, licensing, fire safety in relation to each event.
(v) Lead in the provision and development of high quality customer care for existing and potential clients in the region by dealing with client enquiries promptly, efficiently and courteously and through the use of appropriate systems and processes to ensure high quality customer care for existing and potential clients.
(vi) Monitor the funding environment for Performing Arts from such sources as Arts Council, AHRC, and Lottery Heritage Fund etc and liaising very closely with School BDM, Project Support Office and Venue Manager, Arena, write and submit bids for external funding which can support the Performance Hub’s outreach to business and the community.  
(vii) Audit the technical resources of the Performance Hub in association with SSPAL technicians and university IT services and research the provision of similar performing art facilities within West Midlands and their prices and develop a price menu for the Hub and appropriate marketing materials. 
(viii) Design and work with a booking system for rooms to identify when the facilities are available for external bookings and implement a set of criteria to prioritise booking requests (i.e. free or paid for external bookings) and manage the ticketing process in consultation with the Venue Manager, Arena
(ix) Recruit and manage technical support for external events and liaise with the Leisure Department to provide venue and event students to support events through work placement opportunities
(x) Undertake such other duties and responsibilities as may reasonably be required within the level of the post or as requested by the School Executive.




6.	OTHER FEATURES OF THE POST

        a.       Health and Safety
 
The post-holder may be expected to undertake emergency first-aid training.  The post-holder will be responsible for health and safety in the area under his/her control on a day-to-day basis, and must ensure, as far as is reasonably practicable, that he/she is familiar with all relevant health and safety legislation and recommendations and that these are observed within his/her areas of responsibility.  Attention is particularly drawn to the existence of the University’s policy statement on health and safety at work, copies of which have been displayed on notice boards in the University (further copies may be obtained from the Personnel Services Department).  Any accident in the post holder’s area must be entered in the accident book.

 b.         Flexibility of Working and Overtime
 
Due to the nature of the post the post-holder is required to be flexible to meet the needs of the service. This will require working during evenings and weekends.  Where overtime is worked, time off in lieu will be given in accordance with University policy, details of which are contained within the staff handbook.


7.	DATA PROTECTION ACT (1984)

	The post holder will need to have regard to the above legislation and will, at all times, bear in mind his/her responsibilities under the above Act.  Attention is specifically drawn to the need for confidentiality in handling personal data and the implications of unauthorised disclosure.

8.	COMPUTER MISUSE ACT (1990)

	The post holder will need to have regard for the provision of the Computer Misuse Act 1990 and in particular to take such steps as may be necessary to prevent unauthorised access to computer material (Section 1) and the unauthorised modification of computer material (Section 3).

	
9.	HOURS OF WORK
	
The post holder will work 37 hours per week and hours will be flexible as required (see 6b).

10.	THE SALARY

              UW 7 (£25101 - £27428)

11.	HOLIDAYS

The post holder will be entitled to 21 days annual leave plus bank holidays and concessionary                        days. 

12.	TERMS & CONDITIONS

In determining terms and conditions of employment, the University has regard to recommendations made through the appropriate national negotiating framework. Full terms and conditions of service are available from Personnel. 

13.	DISCLAIMER

This job description sets out the duties of the post at the time when it was drawn up.  Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed.
Performance HUB /Promoter	19 January 2012
