Job Role – Laverton Development & Marketing Officer
Title: Laverton Development & Marketing Officer

Responsible to: Laverton Institute Trust Management Committee

Significant working relationships:  Chair -LITMC, Town Clerk, Assistant to Town Clerk, Project Officer.
Responsible for:

· Overall management of the Laverton building, facilities & services.
· Supervision of janitorial & technical part-time staff/contractors.
· Development of cost effective supplier chain to cover: maintenance, cleaning, catering, consumables & other areas for sub-contract support etc. (In consultation with Town Clerk)
· Marketing & promotion of the Laverton building, facilities & services (using internal/external resources).
· Development of Laverton Website as an information and marketing resource, including pro-active use of Social Networking media.
· Introduction, management & coordination of computerisation venue hire system.
· Developing working relationships with community & membership groups, charities and local public service providers.
· Explore development of volunteer support to help man the building as bookings increase.
· Involvement in public consultation and future developments under Phase 3.
· Development of policies & procedures

· Involvement in the creation, management and updating of Business Development & Marketing Plans

Person Specification:
· Relevant experience relating to all/part of the outline job specification

· Management, administrative & IT skill base

· Marketing/promotion experience or interest in learning

· Bright, enthusiastic & self motivated

· Committed to the aims, objectives and timescales of the Laverton Project.

· Interest in developing job role to maximum potential

