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Birmingham City Students' Union

Freshers Crew Team Leader
Job Description – Ents Assistant
Principle purpose of job:
To inform students of all events and sell tickets accordingly to achieve set targets


To supervise the team of Freshers’ Ents Crew and ensure all crew members have the appropriate promotional material & knowledge of events


To assist with event management as and when required
Department:
Commercial Services
Location: 
Birmingham City University Campuses, Halls of Residence, and all external venues
Responsible to: 
Entertainment Co-ordinator 
Responsible for:
Ents Crew
Specific Duties:
1. To inform students of all events and sell tickets accordingly to achieve set targets
a. Engage with students to create an interest in Students’ Union events
b. Sell event tickets where required

c. Ensure a presence on all Birmingham City University Campuses and specific accommodation sites
d. To be able to respond appropriately to requests for information or advice
e. To signpost students to locations and services when required
f. To be respectful of diversity and target information and activities accordingly
g. To positively promote the events and activities of the Students’ Union.
h. To distribute publicity information regarding Students’ Union events and activities when required.
2. To supervise the team of Ents Crew whilst on shift and ensure all crew members have the appropriate promotional material & knowledge of events

a. Engage with crew members to ensure that they have all relevant information required to carry out their role
b. To assist with the preparation of team rotas
c. To effectively delegate responsibilities & instructions to team members

d. To motivate all crew members to continually work at the correct standard & with a high level of enthusiasm.
e. To monitor and supervise team activity 

f. To communicate with team members and students in line with Union communications policies.  
g. To work with all Union offerings to ensure we satisfy our customers’ needs.

h. To ensure all teams have the appropriate level of knowledge about Union events.
i. To sign out tickets/wristbands to Ents Crew teams and ensure all monies/unsold tickets are returned and accounted for.
j. To distribute briefing sheets, publicity, or other information, as requested to members of the Freshers Crew.

k. To ensure all Ents Crew teams are pushing Union events and selling tickets/wristbands

3. To assist with event management when necessary 
a. To have a presence at venues when requested.
b. Assist with Artist Hospitality when required

c. To assist with the co-ordination of show schedules including contacting relevant parties  

d. To assist the Entertainment Co-ordinator with the management of events

e. Liaise with venue management when requested by the Entertainment Co-ordinator
f. To be a point of contact for Freshers Crew Supervisors to ensure Welfare Crews are fully aware of venue requirements/restrictions for the event.
4. General Duties
a. To liaise on a day to day basis with the Entertainment Co-ordinator to ensure a smooth operation & eliminate problems.

b. To lead by example at all times.

c. To undertake other duties that may be assigned by the employer, as might reasonably be expected within this position.
d. To ensure that no alcohol or intoxicating substances are consumed prior to or during a shift by themselves or other team members.

e. To attend training sessions, briefings or other meetings as requested.

f. To follow financial procedures when signing out tickets to Ents Crew teams and ensure all money is accounted for and returned to the Finance Department.
g. To be in a position to explain how the Students’ Union works and encourage new students to get involved.

h. To promote equal opportunities in line with the Students’ Union policy

Person Specification

	Attribute
	How Assessed

	Te be able to act in a polite, friendly and helpful manner
	Application form and Interview

	To display the highest standards of honesty and integrity at all times
	Application Form and Interview

	To display the highest standard of punctuality
	Application Form

	To have supervisory experience & to have worked as a member of a freshers crew at least once.
	Application form and interview

	To have experience of delivering the highest standards of customer service.
	Application Form and interview

	To be able to work flexible hours and in a position to work nights and weekends.
	Interview

	A commitment to equal opportunities
	Application Form and interview 

	To be target driven
	Application Form and Interview

	To have a desire for self development
	Interview


Remuneration 

· Minimum of 60 hours work, paid per hour at a supervisors rate of: £7.11 (includes holiday pay)

· Uniform Provided

· Free Entry to all events, after shift

· Full Training Provided

· End of freshers event for all staff
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