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Front Line Manager


      A line manager supervises other employees and operations of a business while reporting to a higher-ranking manager. The "line manager" term is the same with "direct manager” used in companies. The line or direct manager plays an important role in the operation of many businesses, supervising and managing workers daily and acting as a link between employees and upper management.
Responsibilities of Line Managers :
A line manager is responsible for managing employees and resources to achieve specific functional or organizational goals. Some of these include:
· Recruiting and hiring candidates with skills to fill team positions
· Providing training and support to new employees
· Cross training employees to ensure job rotation and minimize assignment coverage gaps
· Providing coaching and performance feedback to all team members
· Communicating and ensuring understanding of functional or departmental goals
· Monitoring individual and team metrics and performance versus targets
· Identifying the need for corrective actions
· Ensuring quality standards for all processes
· Evaluating overall team and individual performance and delivering performance reviews
· Engaging and coordinating with other line managers across the organization
· Providing reports on productivity and other performance indicators to management
Importance of Line Management : 
Good line managers are actively involved with their team members, providing support, offering encouragement, and delivering positive and constructive feedback daily. Line managers directly influence employee satisfaction and engagement and, as a result, organizational productivity and even customer satisfaction.
Although senior management is involved in developing and approving a company strategy, the hard work of implementing that strategy takes place at lower levels of the organization. Line managers are necessary in ensuring that new programs are implemented in a timely and effective manner. They're well-positioned to identify problems with the strategy execution programs. The input of a line manager is essential for organizational learning. Talent development is a key priority for any organization, and line managers have a good bit of control over the identification, development, and promotion of talented professionals on their teams. The next generation of line managers often emerges from these teams. 
Challenges of the Position :
A variety of stress points can challenge a typical line manager, including:
· Significant responsibility for overall operations, often with limited resources
· Long hours
· Expansion of the line manager's span of control from six to eight direct reports to much larger teams. The larger the team, the more difficult it is to provide timely and effective coaching and development support
· Navigating frequent employee turnover. Many line managers are in perpetual hiring and training mode, making it difficult for them to implement operational improvements or increase performance versus productivity targets
· Constant pressure to minimize expenses and maximize output (F. JOHN REH 2019)
Job description:
Is an informative documentation of the scope, duties, tasks, responsibilities and working conditions related to the job listing in the organization through the process of job analysis and details the skills and qualifications that an individual applying for the job needs to possess. It basically gives all the details which might be good for both the company and the applicant so that both parties are on the same page regarding the job posting. 
The job description is used in the recruitment process to inform the applicants of the job profile and requirements and used at the performance management process to evaluate the employee’s performance against the description. (Human Resources Terms 2019)    
For an Event Planner Manager, the job description will look like this:
Job brief:
We are looking for a successful and enthusiastic event planner to produce events from conception through to completion. Event coordinator responsibilities include providing outstanding customer service and organizing memorable events that meet quality expectations and is essential to meet these qualities:
· Organizing facilities and details such as decor, catering, entertainment, transportation, location, invitee list, special guests, equipment, promotional material etc.
· Event planning, design and production while managing all project delivery elements within time limits
· Communicate with clients to identify their needs and to ensure customer satisfaction
· Conduct market research, gather information and negotiate contracts prior to closing any deals
· Provide feedback and periodic reports to stakeholders
· Propose ideas to improve provided services and event quality
· Ensure compliance with insurance, legal, health and safety obligations
· Specify staff requirements and coordinate their activities
· Cooperate with marketing and PR to promote and publicize event
· Proactively handle any arising issues and troubleshoot any emerging problems on the event day
· Conduct pre- and post – event evaluations and report on outcomes
· Research market, identify event opportunities and generate interest (HR TOOLKIT 2019)
Person Specification: 
The organization is taking the job description and other information: organizational competences and values, education, experience and is developing an idea of the qualities required from the successful candidate. (Morgan, P. 2017)
The person specification is used as a basis for selection decisions at shortlisting, presentation/test and interview stages. Interview questions and selection tests should also derive from the person specification and be designed to elicit more evidence on candidates against the criteria. The person specification should also be used to write the advertisement for the position. (SOAS University of London 2019)
For an Event Planner Manager, the specification will relate with:
· Proven experience as an events planner or organizer
· Impressive portfolio of previously managed events (weddings, meetings, parties, corporate events)
· Excellent time management and communication skills
· Sales skills and ability to build productive business relationships
· Ability to manage multiple projects independently
· Microsoft Office proficiency
· Willing to submit references from previous clients
· Degree in Event Management or related field 
· Certified Meeting Professional (CMP) offered by the Events Industry Council;
· Certified Government Meeting Professional (CGMP)(Job Description Wiki 2019)
· Experience in the leisure and hospitality sector including event management
· Proven record of positive sales impact
· Ability to work effectively as part of a team
· Experience of staff management including training & development
· Ability to prioritize own workload and meet deadlines
· Proven ability to respond positively to a pressurized environment and adopt a positive approach to problem solving
· A professional image and approach to sales and marketing
· [bookmark: _Hlk25587274]Good negotiator and Driving license(HR TOOLKIT 2019)
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Lions Even ts   Event Planner Person Specification  

Criteria  Essential  Desirable  

Experience /Knowledge    

   Pr oven experience as an events planner or  organizer      Impressive  portfolio   of previously managed events:   weddings, mee tings,  parties, corporate e vents      Experience in the leisure and hospitality      Proven records of positi ve   sales impact      Experience of staff management - t raining and  development                                                

Skills    

   Excellent  Time - managemen t   and communication  skills      Sales skills and the ability to build productive  business relation ships      Ability to work effectively as part of a team      Ability to work under pressure and   within   time limits      Ability to manage multiple projects independently      Art of negotiation       

Qualifications    

   Degree in Event Management or rela ted field      Microsoft Office pro ficienc y        Certified Meeting Professi onal   (CMP) offered by the  Events Industry Council;      Certified Government Meeting Professional   (CGMP);      Driving License      Willing to sub mit references from previous clients  and  jobs      A   professional   image and approach to sales and  marketing       

Development  Opportunities    

   S tarting to manage an increasingly big team      R esponsibility   for large events        H ave bigger figures when it comes to attendees and  budgets.    

Reference: Job Description (2019)                
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