
Job Description
WEDDING AND FUNCTIONS PLANNER
Level: 6 

	Responsible To:   
	Responsible For:
Casual staff

	Business Development Manager

	 


About the job: 

To coordinate weddings and functions at Astley Hall and Worden Hall, providing an excellent level of customer service and enhancing the reputation of the venues.


Role:
· To manage bookings, maintain the venue diaries and ensure seamless coordination between internal colleagues, customers and external partners/suppliers.  

· To coordinate and be a point of contact for bookings at Astley Hall and Worden Hall, managing emails, phone and web enquiries, providing an excellent level of customer service. 

· To proactively follow up on enquiries, keeping open lines of communication and converting enquiries into bookings. 

· Liaise with caterers and other function suppliers to ensure the smooth running of booked events, raising purchase orders and invoices whilst dealing with any queries efficiently and effectively.

· To perform a Duty Manager role, overseeing weddings and functions on the day of bookings and conducting viewings of our venues with prospective clients.

· Extract EPOS and booking data from the systems, produce reports detailing monthly performance and analyse to spot trends that the team can use to refine the offering and identify new opportunities.

· To support the Wedding and Functions Lead and the Business Development Manager on delivering a commercial and customer focused service for the councils. 

· To liaise with the Business Development Officer to ensure sufficient staff cover for function bookings.

· To oversee the processing of payments for function bookings.

· To maintain key holder responsibilities for Astley Hall and Worden Hall.

· To work evenings and weekends as required. 

Responsibilities:

Team:
· You will work with your colleagues to prioritise team objectives over individual objectives.
· 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 & 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
· A good standard of further education
· A valid UK driving licence and ability to travel across the boroughs

Experience
· Experience of working on weddings and functions 
· Experience of working with the public

Knowledge 
· Knowledge/experience of shop management systems 
· Knowledge of conferencing and wedding services
· Knowledge of building maintenance and health and safety procedures  
· Experience of front of house duty management   
· Knowledge of Check 25 policy 

Skills & Abilities
· Excellent organisational skills
· Excellent customer service 
· Ability to work flexibly across a number of locations
· Ability to manage workload and prioritise work to meet deadlines
· Weekend working and working outside of normal office hours will be required to attend functions/weddings/events.

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.

