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INTERN BRIEFS 

EVENTS DEVELOPMENT & MANAGEMENT

DESCRIPTION
For general information on the initiative please see the document that accompanies these briefs. 

We are looking for an intern to work with us in developing and managing a series of diverse events at Tabernacle Chapel.  The building is closed more than open at present and the intention is to design and deliver a pilot events programme over the coming year.  We would like the intern to create and manage a programme that will encourage a range of diverse audiences to attend events at the building.  This will both raise awareness of the opportunities/facilities available, whilst testing the appetite and demand for certain types of event/activity.

RESPONSIBILITIES
· Perform background research
· Create and assist with the implementation of the events programme
· Manage a range of events / activities e.g. Pop up cinema, Pop up themed events, Exhibitions, Music performances, Outreach lectures
· Develop promotional materials both physical and to post on blogs, forums, and social networks, using Facebook, Instagram, LinkedIn, Twitter, and more
· Assist in the distribution or delivery of marketing materials
· Enter contact information into contact management systems
· Take tickets, field customer phone calls, usher, distribute programmes, etc.
· Document activities, collect customer feedback and assist in analysis
· Help train volunteers to manage future events
REQUIREMENTS
· Undergraduate Events Management (preferably Arts) student in Swansea
· Excellent verbal and written communication skills
· Excellent organisational skills and attention to detail
· Experience of using research techniques to formulate ideas
· Extensive knowledge of social media platforms
· Energetic and creative with a strong interest in the arts
· Driven and hard-working
· Ability to take direction and multi-task
· Familiarity with Morriston/Tabernacle would be a bonus
BENEFITS
· Practical experience with event design and development
· Practical experience with event management 
· Practical experience with analysis of feedback and evaluation
· Shadowing, mentoring, and training opportunities with experienced, knowledgeable professionals
· Opportunity to participate in networking events and meetings
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