
Job Description                                                      
	Position Title & Grade
	Programmes & Events Co-ordinator – Gr 5

	Unit
	UCC Library 

	Reports to
	Head of Business Operations & Projects – Gr 5

	Direct Reports
	NIL

	Indirect Reports
	Library staff within the context of public programmes and specific projects

	Contract Type 
	Permanent Full-time



Role Overview 
	The Programmes & Events Co-ordinator will be responsible for leading the planning, co-ordination of delivery and evaluation of the public engagement programmes and exhibition activities within the library.  In this role you will work with colleagues from across the library to articulate and deliver an engagement programme that will provides high quality, well attended activities supporting multidisciplinary learning, entrepreneurship, and public engagement.   The position will champion a culture of active public engagement and outreach across the Library.
The role holder will co-ordinate with the Library staff responsible for events with the Library Events Team who provide front-line support to public programmes & events and with the Library Communications Co-ordinator who provides communications support across the library service.  



Overview of Unit and Context 
	The University’s Library is at the heart of the University and plays a pivotal role in supporting the learning and research activities of University College Cork. UCC Library comprises a distinct unit that resides under the Vice-President for Teaching & Learning with the University Librarian reporting directly to the Vice-President for Teaching & Learning.

The Library is entering an exciting period of transformation with a new University Librarian and the development of a new library vision and plan that will support the UCC Strategic Plan 2023-2028 ‘Securing our Future’ and the broader University aspirations. 

UCC Library’s Business Operations unit oversees the business operational functions of the library including marketing & communications, quality & planning, workforce development, finance, risk and health & safety compliance along with the delivery of an annual calendar of public programmes. The team provide expert advice and guidance to improve library business operations and supports key library projects.











Role Responsibilities and Activities
	Area of accountability
	Core Responsibilities & Typical Activities

	Programmes & Events Planning


	· Implement a strategic public engagement plan, working with library colleagues and engaging with University stakeholders as appropriate, with a particular focus on EDI [Equality, Diversity & Inclusion] initiatives.
· Coordinate the development, monitoring and reporting of an annual library public engagement & events programme.
· Develop methods to understand, enhance and improve the user experience using a variety of methods including evidence based decision-making and User Experience (UX)
· Devise and implement a marketing strategy to ensure that events are well scheduled and well-attended taking the academic cycle and semesters into account.
· Develop with the Library Communications Co-ordinator a communications plan to support the annual events programme.
· Develop with the Library Communications Co-ordinator guidelines and marketing resources to support public programmes, exhibitions & events.
· Build marketing support ensuring library programmes & events are well publicised.  

	 

	· Respond to public and university enquiries and to ad hoc requests from colleagues for support with planning, running and marketing events.
· Lead and co-ordinate the effective and efficient running of events including advising on room bookings, ticketing, design and dissemination of marketing assets.
· Collect, collate, analyse, and store data on all library programmes and exhibitions on a continual and/or annual basis.
· Creates clear and concise policies & procedures for UCC Library for public engagement, programmes & events.
· Identifies, coordinates, writes and creates content for Library and University publications and other outputs.
· Conduct regular library programme & event reviews that incorporate unit self-assessment to identify areas of improvement and to inform future planning.


	Leadership & Management
	· Provide leadership and effective management of the Programmes & Events function, to promote whole library employee engagement, encouraging participation and performance achievement through collaborative work approaches.
· Be accountable for exceptional team performance and develop and upskill library staff to successfully deliver agreed goals and objectives.
· Provide expert advice, lead and/or actively contribute to projects that support the library’s strategic objectives and align with strategic directions. 
· Ensure operational excellence in the delivery of role.


	Communication and engagement
	· Foster strong relationships with key library stakeholders to enable the strategic priorities of the library to be effectively and efficiently delivered via operational excellence.
· Proactively represent the University both internally and externally and develop strategies to leverage key relationships with a view to creating opportunities for collaboration.
· Work closely with the Head of Business Operations and the wider operations team to feed into communications in relation to the programmes & events work. 
· Build relationships with relevant organisations outside the organisation to maximise library engagement and impact. 


	Training, Advice, and support
	· Promote awareness of good practice by leading on the delivery of staff training programs. 
· Build relationships and work closely with departments key to the delivery of library programmes & events outside library including Marketing & Communications, Academic Departments, Audio Visual etc.


	
Workplace Culture
	· Lead, encourage and promote a culture that embraces change, equity, collaboration, client focus, communication, public engagement & outreach, and accountability.
· Drive high standards of performance whilst maintaining a positive environment for health and wellbeing.



Expected Behaviours
The role is expected to display personal qualities and behaviours consistent with values of the University as outlined in the University’s Strategic Plan 2023-2028.
· Compassion			
· Agility
· Integrity
· Respect
· Discovery
· Equity
· Accountability
· Sustainability



Essential Criteria
1. Graduate with degree qualification and at least three years’ professional experience in the workplace.
2. Demonstrated experience of working in a marketing, programme or event management capacity.
3. Demonstrated experience working with new systems and technologies in support of the role e.g. Canva, Adobe Illustrator, graphic design tools.
4. Demonstrated experience in digital marketing, in particular the creation of marketing content both online and in print. [As part of your application for this position, please submit examples of content and/or marketing creation with your CV.]
5. Aptitude to adopt and to incorporate into practice principles of User Experience (UX) design to enhance the user experience and accessibility.
6. Excellent communication skills with an ability to quickly assimilate complex or incomplete information and provide expert opinion or specialist advice to a variety of audiences in a range of formats. 
7. Outstanding interpersonal skills including the capacity to build relationships and interact with a range of internal and external stakeholders.
8. Ability to generate a strong sense of team spirit, co-operation and collaboration within and across teams. 
9. Demonstrated ability to set appropriate goals, prioritise work, manage time and workload, follow through on tasks, report progress, and achieve results. 

Desirable Criteria
1. Experience of working in a cultural or heritage type setting.
2. Experience of conducting market/customer research & analysis and report writing skills.
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