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UVB Job Profile

	Job Title:
	Events & Technical Project Manager
	Department:
	UVB Technical

	Contract Type:
	Permanent 
	Salary:
	From £37000

	Hours:
	40 hrs per week/annualised
	Reports to:
	UVB General Manager

	Role Summary

	Unique Venues Birmingham (UVB) is a venture between Birmingham Repertory Theatre (The Rep) and the Library of Birmingham (LoB) to exploit the excellent conferencing and hospitality opportunities offered within the shared building on Centenary Square in the centre of the city.  
The Events & Technical Project Manager works within the Sales & Events Office with the Hospitality Operations Manager in delivering the overall aims and objectives of the company, whilst managing all technical aspects of the conference & events business. They would be responsible for managing & leading a team to deliver the technical aspects of the business, and maximising on opportunities to enhance the delivery and profit.

	Main Responsibilities

	•To provide excellent customer service to customers and visitors of UVB
•To support the coordination of all UVB Events
•To deliver efficient and effective administration of the events & technical department
•To coordinate the activities of the operations & technical team
•To ensure excellent communication between departments and teams
•To lead on the delivery of the technical services to UVB events
•To support and advise on technical elements of the sales and planning aspects of all events  
•Train and Support technical Casual Technicians, Hospitality Managers and Apprentices in technical sets ups and deliveries 
•To be a direct point of contact for Event clients for any technically aspect or any event.
•To research and develop new technologies and procedures for a more efficient and current delivery of events.
•To provide excellent customer service to customers and visitors of UVB.
•To provide efficient and effective supervision of all technical operations for UVB.
•To supervise and ensure the safe and efficient set up and running of events.
•To ensure the safety, comfort and wellbeing of customers and staff at all times.
•To maintain standards of quality in all areas of work.
•To ensure excellent communication between departments and teams

The duties and responsibilities set out should not be regarded as exclusive or exhaustive. Post-holder may be required to undertake other reasonably determined responsibilities appropriate to the level of the role.

	Accountabilities

	You will be responsible for…

	•Manage the delivery of all technical requirements and instructions as dictated by an events brief.  
•Manage third party technical service providers to deliver technical support for events with a high technical demand. 
•Manage freelancer agreements, contracts and invoices.
•Up-selling technical services to event organisers to drive profitability.
•Administration to include staff and technical equipment cost proposals, cross charging as appropriate and settlement account paperwork.
•Produce and circulate accurate notes from internal meetings and with client site visits. 
•Produce equipment booking forms and raise relevant purchase order. 
•Manage and coordinate technical bookable resources within Events500.
•Maintain the paper and IT filing systems within the sales & events office.
•For all events ensure all risk assessments are generated, circulated and stored.
•Administer timesheets for the technical departments.
•Purchase or hire materials, equipment and vehicles as required. 
•All other duties as reasonably requested to ensure the smooth management of the Events & Technical department.
•Manage the delivery of all technical requirements and instructions as dictated by an events brief.  
•Support all aspects of set up, fit-ups, de-rigs and get-outs (working closely with other departments where practicable), to include preparation of lighting, production and AV equipment prior to events, including focusing, graphical set ups and sound testing.  
•Operation of equipment, including the lighting control desks, stage electrics, sound desk etc. during events.
•Plan the set up and delivery of various events within UVB’s portfolio.
•Strategies and plan for event delivery for enquiries that are beyond the standard technical delivery of UVB, relying on out external suppliers where needed. 
•Managing an inventory of technical equipment.
•Collate and exhibit graphic presentations for conferences and events.
•Offer troubleshooting assists for any event or UVB conference. 
•Provision of excellent customer service to clients and visitors to events in UVB’s spaces.
•Supporting the Hospitality Operations Manager on technical logistics and processes from concept to delivery.
•Ensure the delivery of all basic event technical requirements for UVB.
•Liaise with 3rd party technical service providers to deliver technical support for events with a high technical demand.
•Up-selling technical services to event organizers to drive profitability.
•Efficient and effective communication with The Rep’s technical & production departments and the clients on all physical and technical matters relating to events in the theatre spaces.
•Forward planning and coordination of all resources required to deliver technical elements of all events.
•Ensure the efficient and competent set-up, run and de-rig, re-set lighting, sound, AV and stage equipment for events.
•Ensure the smooth and safe running of technical operations for events.
•Rota appropriate levels of technical support for all events.
•Source any technical resources required for events, in line with profitability targets. 
•Liaison with potential and confirmed clients regarding the physical and technical specifications of the venues.
•Liaise with partners (Library, catering, Rep, and third party hirers) regarding the physical and technical specifications of their events.
•Ensure good housekeeping of the events spaces.
•Research new technical developments and implement appropriately.
•Manage resources effectively, maximising income and minimising expenditure wherever possible.
•Support and promote all company policy, with specific attention to Equality & Diversity, Customer Care, Health & Safety, Data Protection & Safeguarding.
•Ensure a safe working environment is always maintained with particular regard to the health, safety and welfare of customers, visitors, staff and yourself.
•Support the organisation and its staff through the effective use of the performance management system.

General Responsibilities
•Adhere to and implement the guidelines, procedures and policies of the company as detailed in the staff policies (available from the staff intranet). 
•Play a role in the life of the company and work across departments to develop a positive and engaged organisational culture including playing active and positive roles in staff forums/committee’s.
•Be aware of, and comply with, rules and legislation pertaining to Health & Safety at work and abide by the procedures set out in the Health & Safety Policy.
•Be aware of, and comply with, rules and legislation pertaining to data security, and GDPR, at work and abide by the procedures set out in the Data Protection Policy.
•All staff are expected to demonstrate an understanding of, and adherence to, our safeguarding policy, including a duty to report any issues of concern. 

Any Other Duties
The duties and responsibilities set out should not be regarded as exclusive or exhaustive. The post-holder may be required to undertake other reasonably determined duties and responsibilities within the organisation which are appropriate with the level of the role without changing the general character of the post. 
The post-holder may also be called upon to carry out duties that would not normally be associated with the post on a temporary basis where there is a strong organisational requirement for that to happen. The post-holder would be given appropriate training and equipment to carry out any duties of this kind.

Key Relationships
This role leads the UVB Technical team. You will be managed by the Hospitality Director. You will manage:
•Technicians
•Casual technicians
•Freelancers
This structure may change from time to time based on business need, but reflects the broad areas of responsibility and is indicative of the number of direct reports.
Internal
•Members of the Senior Management team
•The Rep Technical department
•Heads of Department across the organisation
•Staff groups, forums and trade unions as required
External
•Customers, suppliers
•Users of the theatre and the public

	Person Specification

	You must have…

	•Strong organisational and administrative skills
•Planning and scheduling skills
•Positive and helpful attitude
•High dress & appearance standards and excellent time keeping
•Reliable and take a positive and enthusiastic approach to work
•Ability to work weekends and evenings and anti-social hours on occasion
•Have a good understanding of Hybrid and Virtual conferencing equipment and platforms.
•Have experience of developing and managing live events.
•Have experience of managing external contractors and clients.
•Have experience of managing budgets and resources.
•Have up to date health and safety experience as it relates to live events.
•The ability to fault-find damaged stock, identify and execute solutions for Equipment used within the department.
•Competent in use of various types of access equipment including practical knowledge and application of manual handling and lifting techniques.
•Competent in installation and operation of stage, lighting & sound equipment.
•Experience in a customer focused environment.
•An interest and knowledge of the theatre is desirable.

If you do not demonstrate that you meet these minimum criteria, you may not be shortlisted.

	It’d be great if you had…

	•Have led a lighting, sound, or AV team either as HoD or deputy within a unique events venue, theatre, TV or Conferencing producing or Hire Company
•Knowledge of current H&S legislation
•Experience of team leading, budgeting and scheduling
•Have experience of developing departmental strategies and policies
•Proficient in graphic exhibition and conference presentations
•Proficient in Sound Engineering
•Proficient in Lighting and lighting design
•First Aid certificate 
•Full, clean driving licence (3.5 tonnes) 
•Industry recognised qualifications 
•IOSH 
•IPAF 
•Trained in MS Office, Autocad and Events 500 

If we need to choose between candidates who meet the essential criteria, we may take these factors into account.
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