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JOB DESCRIPTION 

Title:                                 Bookings & Administration Officer
RESPONSIBLE TO:      General Manager 

Manchester’s venue for children and families, Z-arts is dedicated to inspiring creativity in generations of young people by delivering a broad range of visual and performing arts events, performances, exhibitions, activities, workshops and participatory opportunities.  

PURPOSE:

To pro-actively seek and ensure an excellent and efficient bookings service for all potential hirers of Z-arts’s varied spaces, ensuring a balance of commercial hires and artistic events in line with Z-arts business and strategic Plans.
To provide administrative support to the core office staff, including the Big Imaginations network.
HOURS   

The hours of the role are 37.5 per week but the requirements of the business are such that a high degree of flexibility is necessary and occasional evening and weekend work will be a required as part of your rota.  

MAIN AREAS OF RESPONSIBILITY:

1) To liaise and deal with all bookings enquiries, ensuring a welcome pack is sent in a timely manner, to ensure clear and effective communication with regards to Z-arts bookings policies and creative vision.

2) To Liaise with event booking customers on all aspects of their event, including catering requirements, stewarding, event timings, equipment needs etc. and to ensure that information is passed to relevant departments within Z-arts in a timely fashion.

3) To have a proactive focus on promoting, selling and marketing room hires and packages to ensure reaching the hire income targets for Z-arts in accordance with its Strategic Plan.
4) To provide tours of the building and facilities to prospective hirers.
5) To be responsible for the timely application of all administrative procedures relating to bookings including updating the computerized booking system, issuing invoices, letters of agreement and contracts.  
6) To provide administrative support to the office team. 
7) To record all financial details including payments, charges or recharges, ensuring the finance department and General Manager are kept informed.  

8) To create, collate and distribute weekly event sheets to the appropriate departments via weekly event meetings.

9) To act as a Duty Manager and IRT (Incident Response Team) member as and when required.  

10) To provide welcoming and efficient customer service at all times.

11) To work with the entire staff team to support and deliver Z-arts strategic and creative vision.
12) To understand, actively promote and adhere to Health & Safety legislation and Z-arts Health and Safety policy.  

13) To adhere to all Z-arts policies and procedures.

14) Any other duties required by the Senior Management Team.

GENERAL INFORMATION:

To comply with legislation covering the activities at Z-arts, it is required that all staff undertakes training as directed by their line manager.  It is also essential that all staff carry out their duties in a safe manner in accordance with the current Health and Safety at Work legislation.  

PERSON SPECIFICATION:

The successful candidate will be able to demonstrate the following:

1) Experience of coordinating bookings or a similar role requiring good administrative skills, logistical skills and initiative 
2) Knowledge and experience of using IT, including the use of Microsoft Office Software.

3) Ability to demonstrate strong communication skills, both verbal and written.

4) Knowledge of the Data Protection Act and the impact of this on the role.    

5) Experience of working in a customer focused environment with responsibility for delivering excellent customer service.

6) An interest and ability to sell in a creative environment.

7) Experience of building and sustaining good working relationships.

8) Ability to exercise initiative and take personal responsibility.  

9) Ability to work effectively under pressure and deal with conflicting demands.

10) Ability to work well in a diverse team and cooperate with others.

11) Excellent time keeping skills, conscientious and punctual.

12) An understanding of the importance of confidentiality.  

13) An understanding of equal opportunities practices.  

The following attributes would be desirable:

1) Experience of working in a multifunctional, creative environment.

2) Experience of profit and loss accounts.

3) Experience of working to specified targets. 

4) Experience of event coordination in an arts venue.

5) Experience of bookings software (artifax)
