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Security Provider
Owner / Venue Manager

Responsible for the overall management of the business, customer relationships, bookings, supplier coordination and ensuring that events run smoothly.

Bookings & Customer Service

Responsible for responding to enquiries, arranging venue visits, confirming bookings, communicating with customers and managing the booking calendar.

At the beginning, this role could be managed directly by the owner.

Event Coordination

Responsible for preparing the venue for each event, coordinating access for customers and suppliers and ensuring that the event follows the venue rules and schedule.

This could initially be part of the owner’s responsibilities and later become a separate role as the business grows.

Supplier Management

Responsible for communicating with external caterers, decorators, DJs, photographers and other suppliers. This role would also ensure that suppliers follow the venue’s safety and operational requirements.

Accountant / Finance Professional

An outsourced professional responsible for accounting, tax, payroll, financial records and financial compliance.

Cleaning Company

An external cleaning company would prepare the venue before events and carry out professional cleaning after events.

Maintenance & Technical Contractors

Qualified external professionals would be used for electrical work, plumbing, sound systems and other specialist maintenance.

Security Provider

Security staff could be hired when required, depending on the type, size and risk level of the event.

[image: image1.png]. Owner / Venue Manager

Overall management of the business,
customer relationships, bookings,
supplier coordination and ensuring
events run smoothly.

e

Bookings &

and manage the booking

calendar.

Accountant /
Finance Professional

Manage accounting, tax,
payroll, invoices, payments
and financial compliance.

Customer Service

Respond to enquiries, arrange
venue visits, confirm bookings,
communicate with customers

Event Coordination

Prepare the venue for each event,
coordinate access for customers
and suppliers, ensure events

follow venue rules and schedule,

and provide on-site support.

4 Cleaning Company
]

Prepare the venue before
events and carry out
professional cleaning
after events.

Directly managed by Owner / Venue Manager

Outsourced or contracted support

Maintenance &
Technical Contractors

Provide electrical, plumbing,
sound systems and other
specialist maintenance
when required.

Supplier Management

Work with external caterers,
decorators, DJs, photographers
and other suppliers, and ensure
they follow the venue’s safety
and operational requirements.

0 Security Provider

Provide security staff
when required, depending
on the type, size and

risk level of the event.




