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Job Description 
Events Steward  
Level: 2
 
	Responsible To:    
	Responsible For: 

	Events Manager and Event Officers. 
	Not Applicable 


 
About the job:  
 
As a member of the council’s Bank of Stewards you will play a key part in delivering safe and enjoyable events.  
 
Your primary responsibility will be to ensure the safety and comfort of attendees at events of different size and type within the boroughs of Chorley and South Ribble. You will also provide general event support including providing customer advice and guidance to audiences and assisting in the building and breakdown of events.  
 
You will be reliable and have a commitment to serving the council and delivering high standards of event and audience experience.     
 
 
Role: 
 
· Monitoring and controlling audiences and their movement.  
· Assisting with the circulation of event attendees. Including during event entry
               and exit.  
· Identifying and reporting any potential hazards and incidents.  
· Responding to incidents including those related to the health and safety and
               taking immediate action as needed. 
· Providing courteous and professional support to event audiences. Including
               greeting attendees and providing information and general assistance.    
· Supporting Traffic Management plans. Including managing car parks as and
               when required.   
· Responding to first aid incidents following established procedures. Delivering
               basic first aid when required and/or inviting qualified medical support services
               to respond and support.   
· Checking tickets and other relevant documents at entry points 
· Assisting in the setup and breakdown of event equipment and facilities 
· Maintaining a clean and safe environment before, during and after the event
· Coordinating with other event staff, security personnel, and emergency services
               as needed 
· Reporting any incidents or potential risks to event managers and security
               personnel 
· Work indoors and outdoors which may including working in adverse weather.  
· Work events that take place on weeks days, weekends, Bank Holiday in the day
               and evenings.  
· Deliver any other support and additional duties that may be required in the
               delivery of events as required. 
 
About you:
 
·        You will be hard working, adaptable and committed to delivering enjoyable
       events of varying type and size across the Boroughs of both South Ribble and
       Chorley.  
·        You will have excellent interpersonal skills and be able to deliver high standards
       of customer care and service.  
·        You will have an interest in leisure and culture including events.  
· [bookmark: _Int_TQ7eYVPw]       You will be diligent and have the ability to understand and deliver events that are
       safe and in compliance with legislation and guidance.   
 
Responsibilities: 
 
Team: 
· You will work with your colleagues to prioritise team objectives over individual
               objectives. 
· [bookmark: _Int_G9pNVs9s]You will support and respect your colleagues at all times. 
· You will work together to share knowledge and experiences to improve your
               service. 
· You will participate in development activities as required. 
 
Corporate: 
· You will carry out your duties and responsibilities in line with the Health and
               Safety Policy and associated legislation. 
· You will actively engage with customer care, value for money and performance
               management. 
· Your duties will be carried out in line with our equality scheme. 
· You will be compliant at all times with GDPR and data protection legislation. 
· You will constructively participate in communication and promotional activities.


Organisational: 
· You will be prepared to take on responsibilities and projects that may be outside
               of your normal work area but are relevant to your role. 
· You will support an inclusive culture which provides opportunities for everyone
               to participate and progress.
·         You will support effective relationships across all Directorates, with
        stakeholders and external partners to ensure the council’s priorities and 
        objectives are met. 
·         You will positively promote and represent the council at all times. 
 
 What the successful candidate will have: 
 
Qualifications 
· First Aid qualification desirable but non-essential.  
 
Experience 
· Previous experience of working in a customer facing role would be beneficial 

Knowledge  
· An understanding of events and stewarding would be beneficial to this role.   
· Knowledge of health and safety procedures and good practice. 
 
Skills & Abilities 
· The ability and commitment to deliver enjoyable events and activities.  
· Customer care skills. 
· Excellent communication and interpersonal skills 
· Ability to work as part of a team.  
· Ability to work evenings, weekends and public holidays. 
 
Our Values & Behaviours 
 
Customer Focused - We listen to our communities, keeping them informed about the things that matter most to them and providing a professional and responsive service. 
 
Forward Thinking - We solve difficult problems by being adaptable, resilient, and innovative. 
 
Working Together - We are focused on achieving our collective goals as an organisation and we support our colleagues to deliver excellent services. 
 
Making a Difference - We make a positive difference for our communities by being helpful and going the extra mile. 
 
Delivering Quality Services - We strive for quality in everything we do, making sure the people of Chorley and South Ribble get the best outcome. 
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