


Job description

	Date:
	19 April 2023


_____________________________________________________________________

	Department:

	Place and Economy

	Post number:

	CEIP001

	[bookmark: _Hlk97630053]Section:

	Economic Development (Culture and Tourism)

	Job title:

	Industrial Placement – Tourism and Events

	Grade:

	Grade 1


_____________________________________________________________________

Main purpose of job

To be responsible to the appropriate Tourism /Events Development Officer(s) for all assistance in implementing projects and initiatives identified within the unit’s business plan.  This will include, but not be limited to, the delivery of tourism projects and major events and assistance in the assessment, administration, monitoring and facilitation to external and internal organisations in their provision of events.
Summary of responsibilities and personal duties

1. To assist in the delivery of tourism and events initiatives and projects identified within the unit business plan.

2. To establish and maintain comprehensive databases and provide accurate user-friendly information for the public and other agencies.

3. To deal with tourism and events telephone, postal and email enquiries

4. To assist in the marketing, promotion and branding of events, launches, photocalls, seminars and other events and maintain marketing databases.

5. To manage the direct mail/distribution of literature and signage for tourism initiatives and events.

6. To assist in obtaining information in relation to the preparation of reports for council committee.

7. To provide general administrative support for the unit including word processing, facilitating meetings and committees and recording minutes of meetings.

8. To undertake duties (including working weekends and evenings for the delivery of major events) in such a way as to enhance and protect the reputation and public profile of the city council.

9. To undertake appropriate research and record collation of information.

10. To attend meetings and seminars when required and delivering follow up reports.

11. To undertake duties as required for major events being delivered by Belfast City Council.

12. To participate in all induction and in-service training provided by Belfast City Council.

13. To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

14. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

15. To undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
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Essential criteria 

Qualifications

Applicants must, as at the closing date for receipt of application forms be second year or stage two students following an undergraduate honours degree course in a relevant subject such as Communication with Advertising; Communication with Public Relations; Events Management; Business Studies/Management; or Communications, Advertising and Marketing and be eligible to undertake an industrial placement in 2026/27.

Appointment will be subject to official confirmation of successful completion of all second year or stage two undergraduate examinations.

Special skills and attributes

Applicants must be able to demonstrate that they possess the following special skills and attributes, which may be tested at interview:

Technical knowledge: a knowledge of the Tourism and Events and Cultural) Industry in Belfast and Northern Ireland.

Work planning skills: the ability to plan own workload and to achieve team and individual work objectives, ensuring accuracy and attention to detail.

Communication skills: the ability to communicate effectively both orally and in writing.

Information Technology skills: a working knowledge and experience of computer / IT skills, including the ability to use standard Microsoft Office programmes including Outlook, Word, Excel and PowerPoint.

Problem solving skills: an incisive and practical approach to problem solving.

Team working skills: the ability to work effectively and collaboratively with others as a member of a team, with the ability to work unsupervised on their own initiative as required.
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