
Ross-on-Wye Town Council 

Person Specification 

Tourism & Events Officer 

 

 Essential Attributes Desirable Attributes Method of Assessment 

Educational 

Qualifications and 

Experience 

• Minimum 5 GCSEs Grade A-C or 
equivalent including Maths and 
English  

• Experience in 
tourism/marketing/event 
management 

 • Production of certificates 

Work Experience • At least 2 years’ experience in a 
related field, with a proven track 
record of project planning and 
delivery/organising events 

• Ability to prioritise work and good 
organisational skills 

• Ability to manage resources, including 
financial resources  

• Ability to prepare and maintain 
project/event documentation 

• Ability to manage competing 
demands from multiple stakeholders 

• Experience in the Public Sector  

• Experience of clerking meetings, 
taking minutes and agenda 
preparation 
 

• Interview and past 
employer reference 

Communication 

Skills 

• Ability to effectively communicate 
across all levels 

• Excellent verbal and written skills  

• Excellent people skills 

• Demonstrated ability to exercise 
initiative, judgement, confidentiality, 
tact and discretion, when dealing with 
a broad cross-section of people 

• Experience of PR and handling 
media enquiries 

 

• Interview and past 
employer reference 

I.T. • Good working knowledge of Microsoft 
Office applications 

• Good working knowledge of social 
media platforms 

• Experience of Wordpress 

• Experience of Canva 

• Practical test 

Administration 

and Meetings 

• Practical experience of report writing 

• Ability to clerk committee meetings 
and produce minutes and agendas 

• Well organised 

• General knowledge of local 
council procedures 

• Interview and past 
employer reference 

Finance • Knowledge and experience of budget 
management and financial procedures 

• Ability to understand the implications 
of financial decisions 

• Ability to interpret and 
implement financial regulations 

• Interview and past 
employer reference 

Other • Experience of working as part of a 
highly motivated and dedicated team 

• Willingness to work flexibly outside of 
office hours 

• High degree of accuracy 

• Punctal and reliable 

• Willingness to undertake appropriate 
training 

• Ability to operate with impartiality in 
a political environment 

• First Aid Certification 

• Full Driving Licence 
 

 

• Production of 
certificates/licence 

• Interview and past 
employer reference 


