JOB DESCRIPTION

JOB TITLE: Tourism & Events Officer

PLACE OF WORK: Town Hall, Ross on Wye

GRADE / SPINAL COLUMN POINT: Grade SCP 11 - £28,142 (Pay Award Pending)

HOURS OF WORK: Full Time - 37 per week attendance at some evening meetings

will be required and occasional weekend work

ALLOWANCES: Casual car user allowance
REPORTS TO: Deputy Town Clerk

Main Purpose of the Job

To be responsible for the promotion and marketing of Ross-on-Wye to support and enhance the vibrancy of the
town. To support the delivery of the Town Council’s Tourism Strategy, with particular emphasis on enhancing the
tourism offer and supporting the visitor economy. This involves working closely with a variety of partners,
including the local business community.

To provide digital content and marketing about the town, promoting tourism and links to businesses. To develop,
organise and promote a range of events working in partnership with other agencies and businesses. To co-
ordinate all Town Council communication methods in order to achieve a high degree of public engagement,
information sharing and increased visitor numbers.

To support the Town Council in the effective delivery of a wide range of duties to ensure the smooth running of
the Council’s services.

Summary of Responsibilities and Duties of the Job
e To monitor and review the Council’s Tourism Strategy.
e Plan, develop and deliver marketing and PR Campaigns for Ross-on-Wye

e To develop, manage, review and promote visitor information and its distribution (tourist information
centres/points and other access points, including websites, printed press and social media.

e To work collaboratively with other staff and stakeholders

e To coordinate the Town Council’s tourism communications including the website, electronic tourism
portals, social media platforms, press releases and newsletters.

e Develop strategies to reach new audiences and enhance Ross-on-Wye’s profile as a visitor destination.

e Plan, coordinate and deliver tourism and community events including the preparation of event
management plans and risk assessments. Liasing with stallholders, exhibitors, sponsors, partners and key
stakeholders to ensure successful event delivery.

o Working with partners, to identify and manage funding and sponsorship opportunities for town centre and
tourism initiatives including pro-actively engaging with the private sector to facilitate their contribution to
the town centre and tourism activities.

e To undertake a variety of project work and event management including the preparation and regular
monitoring of budgets to ensure that accounts are maintained within forecasted limits.

e To assist in carrying out an efficient system of financial and administrative controls following the Council’s
systems and processes.



e To prepare and distribute notices, agendas, and reports for meetings of the Communities, Markets &
Tourism Sub-Committee and clerk meetings (requires attendance at evening meetings, currently 6 per
year).

e To be accountable for the management and monitoring of relevant budgets and contribute to the setting
of future budgets.

e To represent and positively promote the Council at all times and to act in a manner which will not bring
the Council into disrepute.

The above list is not exclusive or exhaustive, there may be other duties and requirements associated with the
post and in addition, as a term of your employment, you can be required to undertake other duties and/or hours
of work as reasonably directed by the Town Clerk

External and Internal Contacts

Councillors, contractors, suppliers, stakeholders, members of the public, other staff and partner agencies.

Working Environment

On-site

Health and Safety at Work

Ross-on-Wye Town Council's Policy, and all relevant Health and Safety at Work Instructions are to be considered as
part of this job description.

Data Protection Act 2018
All employees who are involved in the processing or handling of computer data have an obligation to comply with the

terms of the Data Protection Act 2018 and the Council's Data Protection Policy.
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