	INTERNAL/EXTERNAL ADVERTISEMENT


DIRECTORATE: COMMUNICATION AND PPP
	REFERENCE #
	POSITION
	No. of VACANCIES

	        50005177
	Assistant Events Co-ordinator
        
	P12

R293.764 CTC per annum


Reporting to: Senior Events Co-ordinator

Purpose:

To assist the Senior Events Coordinator in the coordination of the broad spectrum of events within the Gauteng Provincial Legislature (GPL), i.e. research, analyze, plan, design, implement and evaluate events in line with corporate and GPL objectives
KEY PERFORMANCE AREAS

Events Coordination

· Input into development of Project Plans inclusive of pre-planning, resourcing and scheduling, execution and post implementation review and debriefing per event.

· Input into development of Event infrastructure and logistics e.g. official opening and closing, open day, launches, workshops, exhibitions and conferences

· Conduct research to keep abreast with the latest developments in the field of events management

· Assist with management of multiple projects and work assignments from a variety of sources

· Arrange Advertising materials, merchandise 

· Plan and implement Catering requirements 

· Update events stakeholder database

· Communicate events meetings schedule 

· Facilitate approval of guest list

· mail Invitations and confirm attendance 

· confirm travel and security arrangements 

· Arrange and confirm photographer and media interviews in co-operation with other sub units 

· complete and communicate Agenda and minutes 

· Assist with weekly events committee tracking report

· Assist with Events committee attendance report

· Update integrated events plan

Evaluation and Reporting

· Assist with weekly events committee tracking report

· Assist with Events committee attendance report

· Compile Events management progress reports per event

· Assist with compilation of monthly feedback reports
Budget and Risk Management
· Contribute toward managing the annual electronic communication budget

· Develop quarterly and annual budget projections for the Events sub-section

· Compile quarterly and annual financial reports

· Contribute to the compilation of the Communication Unit risk register and action plans

· Resolve external and internal audit queries for the Events Management sub-section

Required Competencies:

· Flexibility: Demonstrate willingness to embrace change; ability to adopt new ideas, approaches and insights.

· Goal Orientation: Undertake goals with enthusiasm and focuses on the achievement of personal and organizational goals  and participate in the strategic leadership of the GPL

· Proactive: the inclination and nature to take responsibility and action, without having to be told, to respond to the situation, having considered the long term implications

· Teamwork & co-operation: the ability to identify with team purpose, goals and objectives. Encourages harmony and   co-operation within a team

· Customer Service Excellence (internal & external): demonstrating awareness and commitment to identifying customer expectations and strives towards consistently exceed them.

· Coping with pressure: Maintains composure and focuses on achieving objectives in a high-pressure environment.

Knowledge and Skills

· Understand Branding and Corporate Identity principles 

· Communication principles and environment
· Presentation skills

· Writing skills

· Report writing

· Basic Research skills

· Communication skills

· Stakeholder Relationship management

Qualifications/ Experience Required:

· Matric Certificate and Events Management Certificate or an Equivalent qualification
· A relevant qualification in Project Management will be an added advantage 

· A minimum of 2 years work experience in Events Coordination and Public Relations

Closing date for applications: 17 April 2018
NB: The Gauteng Provincial Legislature is committed to the achievement and maintenance of employment equity and diversity especially in respect of race, gender and disability. People with disabilities are particularly encouraged to apply. Appointment will be made subject to completion of background/reference checks. Potential candidates for the post will be subjected to security vetting and screening by State Security Agency, and appointment to the post will be determined by positive results from such screening and vetting. The Provincial Secretary of Gauteng Legislature reserves the right to approve or decline the appointment. 

TO APPLY FOR THIS POSITION, SUBMIT YOUR CV TO Hrrecruitment1@gpl.gov.za WITH YOUR CERTIFIED SUPPORTING DOCUMENTS (i.e. ID, certified Copy of qualifications with at least two contactable references) 

ALWAYS QUOTE THE POSTION REFERENCE NUMBER ON THE SUBJECT LINE – APPLICATIONS WITHOUT A POSITION REFERENCE NUMBER WILL NOT BE CONSIDERED.
