
 
 

Northumberland Estates 

Job Description 
 
1.  Post Details 
 
Job title: Seasonal Events Executive (EE) 
  
Directorate Northumberland Estates – Syon Park  
 
Function Functions & Events  
 
Post reports to: Head of Functions & Events – and also Weekend Duty Manager 
   
 
2.   Purpose of job 
 
This position ensures the smooth running and successful management of all Syon functions/events. EE is often the 

public face of Syon Park to the client, the caterer and all other parties. They are responsible for enforcing rules and 

procedures laid down by Syon Park and taking any necessary operational decisions including reporting or resolving 

and problems or issues appropriately. This can include deputising for the nominated premises licence holder in 

respect of statutory requirement regarding alcohol and sound management. 

The post involves daily contact with clients and suppliers through telephone calls, written correspondence and site 

inspections. The key responsibilities for this job are contributing towards achieving the sales budget, assisting with 

the management of existing events, developing further and new business, and making sure all information is 

correctly entered on Priava reservation system, Events Perfect. 

An eye for detail and a proven record in dealing with clients is highly desirable. A quick thinking team player with a 

flexible approach to an ever-changing environment is ideal. Smart presentation and charm are essential qualities 

too.  

Normal hours of work are 40 hours per week working Friday to Tuesday from March/ April to September/October  
– with occasional extra hours on a rostered basis, and are those hours necessary to fulfil the requirements of your 
position to the satisfaction of the Estate. This would usually mean working 08.30 to 17.00 hrs on most days or 
10.30 to 19.00 hrs on event days. Any additional hours worked will be paid at the normal hourly rate, with eleven 
hour rest breaks between shifts.  
 
 
3. Principle accountabilities 
 

3.1 On most occasions the Function Managers (AKA Operations & Events Executives) will work closely 
together in a team:  one Function Manager would supervise daytime and early evening set-up, before 
handing over to the other to manage the rest of the evening.  On some occasions, the three Function 
Managers would work together to manage an evening event, particularly during training and probationary 
period.  

3.2 This post will mainly be tasked with running the set-up portion of an event happening on Sunday or 
Monday.  
 



On Sunday mornings, this post would usually be mainly based at the Great Conservatory: 
3.3 Overseeing and working with the Sunday morning GC cleaner.  
3.4 Whilst Sunday morning GC cleaner is undertaking his duties, the EE would make a sweep of the Gardens 

around the Great Conservatory ensuring that it is properly presented in time for public opening – 
collecting any stray glasses, sparklers and so on.  

3.5 Printing and distributing the previous night’s report and liaising with Duty Manager and Duty Gardener as 
appropriate – and acting to resolve any issues 

3.6 Ensuring the farmhouse is tidy and ready for events. Cups are washed up and brought back to the house 
dishwasher. Radios are returned to chargers.  

3.7 Updating the noticeboard in the Farmhouse – and later the Syon House staff kitchen 
3.8 Dealing with any collections or deliveries with suppliers and clients 
3.9 On non-event days, this post would take showrounds and liaise with the Head of Functions & Events or 

Sales & Events Executive as to any other office based tasks including ensuring timesheets for seasonal 
staff are completed and correct. 

3.10 On Mondays, this post would be mainly based in the Syon House events office – but the schedule of work 
would be much as for Sunday.  

3.11 In addition on Mondays, this post would be charged with sending catering and lighting commission letters 
and invoices, chasing outstanding paperwork and payment, and beginning ringrounds for the following 
weekend, chasing provisional options, diary management and working to support the Sales & Events 
Executive.  

 
3.12 On event days, in the afternoon, and on event days, this post would oversee the set-up in the Great 

Conservatory  - including checking in any Syon stewards, managing them and briefing them 

3.13 Deputise for Head of Functions and Events where appropriate at weddings and events - and act as 

Function Manager for  events, or Responsible Person for wedding ceremonies, where appropriate after 

training 

3.14 Ensure timesheets for seasonal staff are submitted for authorisation by HFE or SEE in a timely manner 

3.15 Ensuring  all event and other staff are properly briefed on event days 

3.16 Managing SIA and security stewards as appropriate 

3.17 Ensure excellent service levels and optimum event income through effective project management 

3.18 Manage and maintain existing event assets (lights, furniture etc…) and identify the need for new 

3.19 Develop skills and knowledge necessary for the effective performance of the role through on-going 

training, as provided by Syon Park or elsewhere subject to prior approval  

3.20 To liaise with catering and other external suppliers in line with agreed service level and performance 

standards prior to and during an event – and after an event ensuring information is provided in a timely 

manner for commission invoices 

3.21 Provide Syon Park staff with regular up-to-date listings of confirmed and provisional events 

3.22 Ensure excellent service levels and optimum event income through effective project management 

3.23 To maintain consistently high quality customer service throughout the customer event life cycle  

3.24 Ensure venues and furniture are set-up for each event as agreed being mindful of any conservation issues 



– also ensuring they are returned to standard layouts after/between events so that the areas are all 

“show round ready” or appropriately presented for other household activities  

3.25 To liaise and build good working relationships with other Syon staff  

3.26 To be willing to work in other locations in the organisation as required  

 
4.   Communication 

4.1 To ensure regular communication with each customer on site, dealing with issues as and when they arise 

4.2 Working with  house, caretaking, cleaning and maintenance teams 

4.3 Help manage good relationships with Syon Park colleagues 

Key Points of Contact: 
a) Internal: 

1. Head of Functions & Events, Sales & Events Executive, Great Conservatory Cleaner, Seasonal Function 

Managers and Seasonal Stewards 

2. Buildings & Maintenance Team including caretakers and Duty Managers 

3. House Management team including House Manager/Administrator, Administrators, Deputy House 

Manager, House Cleaners, Seasonal House Guides and Visitor Centre staff 

4. Gardening Team including Duty Gardeners 

5. Alnwick and Albury staff 

b) External: 

1. All customers 

2. Event suppliers and organisers 

3. Catering, security, registrars and entertainment suppliers 

4. Estate tenants and businesses 

5. Records Management 
5.1 All records created by staff in the course of working for Northumberland Estates, whether in 

Northumberland Estates premises or elsewhere, are the property of Northumberland Estates and should 
be kept securely in accordance with the Records Management Policy. 

5.2 All staff are obliged to create records necessary to account for their actions, document the discharge of 
their responsibilities, and to allow colleagues and management to understand the context of their work 
and continue their tasks as necessary in their absence. 

5.3 Staff must maintain paper and digital records in well-ordered and documented filing systems such that 
they can be easily retrieved when necessary. 

5.4 All staff should regularly review their paper and digital records in line with the relevant retention schedule 
and follow the instructions thereon. 

5.5 To update and maintain database records for all events 
 



 
 

6. ((H&S) Accident and investigation 
6.1Ensure health and safety standards for all events are maintained across all locations 
6.2 Ensure activities meet with and integrate with Syon Park requirements for quality management, health 
and safety, legal stipulations, environmental policies and general duty of care 
6.3 Maintain effective liaison with and take guidance from Syon Park’s Health and Safety and Senior Managers 
to ensure adequate protection of personnel, the site and it collection during events 
6.4 Ensure that any accidents are dealt with and reported appropriately – calling for emergency services when 
necessary Ensure health and safety standards for all events are maintained across all locations 
6.5Ensure activities meet with and integrate with Syon Park requirements for quality management, health and 
safety, legal stipulations, environmental policies and general duty of care. Be aware of all risk assessments and 
ensure they are complied with 
6.6 Maintain effective liaison with and take guidance from Syon Park’s Health and Safety and Senior 

Managers to ensure adequate protection of personnel, the site and it collection during events 
 
 
7. Training 

7.1Experienced user of the following IT software – MS Excel, Word and Outlook.  
7.2 Experience in using Priava software. Training can be given. 
7.3 First Aid Training 
7.4 SIA training 
7.5 Customer services skills/ conflict resolution 
7.6 Personal licence/ Liquor – would be desirable, but not essential 
7.7 To attend any training courses required to fulfil the role 

 
 
8. Qualifications 
 

8.1 At least 12 months operational experience of managing events in historic/unique venues. 
8.2 Excellent communicator who enjoys working to and meeting deadlines. 
8.3 Ability to work independently and take responsibility for actions and work on own initiative. 
8.4 Demonstrate commitment to providing a high level of customer service. 
8.5 A good eye for detail with the determination to ensure that all aspects of the event are in place. 
8.6 Willing to work evenings and weekends. 
8.7 Experienced user of the following IT software – MS Excel, Word and Outlook.  
8.8 Experience in using Priava  software. 
8.9 First Aid training  
8.10 SIA qualification. 
8.11 Calm, friendly manner and positive attitude.   

 
 
 
 
 


