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Events Co-ordinator
Candidate Information and Job Description
Reporting to the Co- Managing Directors
Based in Aberdeen but travel throughout Scotland may be required

permanent Full-Time Position 
Background
	TechFest-SetPoint (T-S) is a company limited by guarantee with charitable status led by a Managing Director who reports to a Board of Directors (Trustees). 
The T-S vision: 

Championing the promotion of Science, Technology, Engineering & Mathematics (STEM) activities that engage, challenge, inform and inspire the young people of Scotland thereby contributing to the nation’s aspirations to have a STEM rich knowledge economy and a STEM literate society.
T-S mission:

To promote STEM to young people and the wider community.

All of the organisation’s events, activities and challenges must be funded, developed, organised and delivered in accordance with the above in a professional, appropriate and relevant manner to reflect the requirements and needs of our customers – schools, teachers, pupils and members of the public.

T-S operates throughout Scotland from offices based in the Rowett Institute or Nutrition and Health of the University of Aberdeen and the University of Abertay, Dundee. 

T-S is an equal opportunities employer and welcomes applications from all sectors of the community.




Job Description

	A position has become available within the team that plans, develops and delivers the hugely successful TechFest In September - the North East of Scotland’s annual STEM festival. The key element of these roles will be to co-ordinate, together with the rest of the team, all aspects of the festival plus take responsibility for specific Science, Technology, Engineering and Mathematics events, activities and promotions for school pupils that take place outwith the festival period.



Roles & Responsibilities
	Specific

1. Co-ordinate and organise T-S events, presentations, activities and shows.

2. Co-ordinate the promotion, marketing, delivery, temporary staff, venues and technical requirements.
3. Co-ordinate and promote events and activities as and when required.
4. To maintain and develop a close positive relationship with current and potential funders.
5. Provide accurate and timely reports to the Managing Director.
6. All activities should be operated within a pre-determined budget.

General

1. To take responsibility for, and to make a positive contribution to, all areas in which the post is involved and at all times to demonstrate a flexible approach to undertaking new and different activities.

2. To actively support colleagues and contribute to a positive team environment.

3. To contribute to the development of TechFest-SetPoint’s portfolio of activities through a pro-active approach to opportunities and ideas.

4. To undertake training as required and agreed.

5. To attend and participate positively in staff meetings.

6. Full driving license and the use of own car is desirable for this position.

7. Plan and prioritise workload on a daily basis taking responsibility for achieving objectives.

8. Undertake and fulfil other duties as may be reasonably required by TechFest-SetPoint, in line with the incumbent’s skills, knowledge, abilities and personal development opportunities.



Person Specification  
	· Excellent organisational and time management skills.
· Thorough, accurate with excellent attention to detail.

· Desired experience in or a sound knowledge of the current Scottish Education system in particular - Curriculum for Excellence.

· A proven record as a team player who has the ability and confidence to work on own initiative and independently when needed.

· A proven ability to work to under pressure and to tight deadlines

· A confident and enthusiastic communicator with all sectors sponsors, supporters, teachers, pupils and members of the public

· Self-motivated and a willingness to contribute ideas.

· A flexible approach is essential in all areas - weekend and evening working will be required prior and during the Festival.
· Good IT skills are required and a working knowledge of Microsoft Access would be an advantage.

· A full clean driving licence and access to own car would be an advantage.

NB As with all roles at T-S the successful candidate will be required to successfully complete a Disclosure Scotland check at enhanced level.



Salary & Benefits 
	· Salary on application, plus company contribution towards a stakeholder pension scheme.
· 35 days holiday per annum including all public holidays.
· 35 hours per week – flexible to ensure the successful candidate properly discharges the duties and responsibilities of the post.



Application
	Please submit:

· Your  CV – with relevant achievements in recent posts.
· A covering letter  - explaining briefly why the post interests you and demonstrate how

                                           you have the range of relevant skills and experience as set out above.

· The names and contact details of two referees.

Applications should be emailed to s.cordiner@abdn.ac.uk marked Events 
Co-ordinator
Closing date is Friday 18th November 2011
For further information please contact Samantha Begg or Sarah Chew on  01224 274348



www.techfestsetpoint.org.uk
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