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HoB Community Sports and Physical Activity Network 
JOB DESCRIPTION


POST:   HoB Oscars Event Officer 

SALARY:    £60 per day inclusive of on costs 

HOURS:  6-8 hours per week                                                                                                
Term:
 Fixed term until 15th October 2015
JOB PURPOSE

To develop and promote the Heart of Birmingham Oscars and work on the promotional campaign leading to the build up to the event
To ensure, measure and extend partnerships and sponsorship opportunities for the HoB Oscars 
To adopt and actively promote the HoB CSPAN Core Values when carrying out all aspects of this role.

DUTIES AND RESPONSIBILITIES

1. To actively increase the knowledge base of HOB CSPAN members in terms of available funding through mainstream and small grants promoting sustainability of projects..

2. To establish a baseline of current funding for the HoB Oscars and constantly auditing the funding available for the event..
3. To actively apply for funding on behalf of the HOB CSPAN in correlation to the main aims and objectives of the organisation

4. To work in partnership with non-main stream sports, community groups, faith groups and local authority agencies and organisations in providing opportunities to promote, sponsor and develop the HoB Oscars. 
5. To carry out project work as necessary including the leading of project groups and the production and implementation of project plans.

6. To develop and maintain effective management information systems for the

purpose of monitoring and reporting on the impact of the role and its beneficiaries.  Due regard should be given to the requirements of the Data Protection Act in this respect.
7. To pro-actively assist in the HoB CSPAN fundraising campaign

8. To organise site plans, presentation order and all necessary documentation needed to assist the HoB Oscars
9. To manage and organise the administration of the HoB Oscars during the build up to the event.

10. To co-ordinate the health and safety requirements of the event
11. To adopt and actively promote the HoB CSPAN policies and procedures on equality and anti-poverty, helping to overcome barriers to access in respect of service provision and employment matters.

12. To carry out other relevant associated duties as may from time to time incidentally arise, develop or be assigned.
RELATIONSHIPS:
(i) Accountable to: 

HoB CSPAN  Chair/CSPAN trustees
(ii) Key Officers reporting to the post:


 Project Officers, Volunteers, community clubs partner agencies
PHYSICAL CONDITIONS:

i)
Hours:

6-8 hours per week.

ii)
Workplace:
As allocated.

SPECIAL CONDITIONS:
1. Duties will be carried out as such times and upon such days as may be most effective in respect of the task in hand.  This will inevitably involve regular reassessment of the working week and also out of hours working during evenings, weekends and on Bank Holidays, as necessary.  This requirement is reflected within the grading of the job and will not attract additional payment, although TOIL will apply as appropriate.

EQUAL OPPORTUNITIES IN EMPLOYMENT POLICY STATEMENT:

The HOB CSPAN abide by Birmingham City Council policies and will ensure that all the existing and potential employees receive equal consideration, and is committed to the elimination of unlawful or unfair discrimination on the grounds of gender, race, disability, colour, ethnic and national origin, nationality, sexuality, marital status, responsibility for dependants, religion, trade union activity and age (up to 65).

It is the intention the HoB CSPAN that its workforce, at all levels, should reflect the composition of the City’s population. To achieve this the HoB CSPAN will take active and positive steps to eliminate discrimination, reduce the effects of past discrimination and to promote equality in employment
