
 

 

 

 
 
 
 
 
 

Part-time Event Manager and planner – Godwick Barn 

The primary focus of the role is to work with the hirer to plan their event 

ensuring that all requirements are in place for the event to run successfully and 

smoothly on the day.   

 

This role will work alongside the existing Barn Manager planning and managing 

events.  It is initially envisaged that the jobholder will take responsibility for 

planning and managing a minimum of ten events (primarily weddings) in 2018. 

 

Evening and weekend working will be a feature of this role so flexibility is an 

essential requirement. 

Your job would normally include 

 Planning of weddings/events at Godwick Barn, providing additional 

guidance and support where required to assist the clients with booking 

suppliers.  This will vary from event to event, from a purely advisory role 

to a very hands-on role depending on the client and the level of support 

they require to make the event realistically successful within the operating 

parameters of the venue. 

 Arranging for the cleaner/event staff to set-up the Barn in the 

configuration required for the event with all hired items available. 

 Being the main point of contact for the client during the set-up day (either 

onsite or by phone). 

 Being the main point of contact for the clients and all suppliers on the day 

and representative of the venue management 

 Supervising all relevant suppliers for Barn events such as bar, caterers etc. 

 Ensuring that health, safety, insurance and licensing regulations are 

followed, including carrying out regular fire checks and completing fire 

record 

 Any other reasonable duties as requested 

 
 

 

 



 

 

Hours and Pay 

Hours would be in the range of 10 per week, worked on an annualised hours 

contract over the course of the year.  This may mean that some weeks you 

would work more hours and others fewer; however you would be paid the same 

salary each month throughout the year.  The number of hours will be kept under 

review to ensure they are within your contracted total hours.  The hourly rate 

will be in the region of £12 per hour.   As the business continues to grow it may 

be possible to offer increased hours to allow the post-holder to take on 

responsibility for planning and managing more events. 

Application requirements 

Previous experience in events planning and management is essential.  We will 

also require the successful candidate to be able to demonstrate flexibility, a can-

do attitude, politeness, great customer facing skills and calmness under 

pressure.   

Godwick is in a rural location so you must have a driving licence and access to 

reliable transport.  A first aid qualification would be an advantage.  

Please apply in writing with your CV and a covering letter to 

info@godwickhall.co.uk  
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