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INTRODUCTION
Heritage Lincolnshire operates from the Humber to the Wash across the historical county of
Lincolnshire. Our objectives are to advance the education of the public in all matters relating to
Lincolnshire’s rich and diverse heritage and to preserve and investigate that heritage for the benefit
of local people and visitors to the County. We are engaged in these objectives at a time when
recognition of the value of heritage is rising and in a county full of potential in terms of heritage led
regeneration. Our vision is to ensure that: The special character and significance of Lincolnshire’s
heritage is understood, valued, conserved and celebrated for the benefit of local people, visitors
and future generations.

GREYFRIARS, LINCOLN – Events and Administration Coordinator. FIXED-TERM 15-MONTH CONTRACT, PART TIME, 21 HOURS PER WEEK (0.57 FTE), £26,500 PRO RATA
Working pattern: To be agreed, with regular weekend work and some evening work required to support events and venue operations.
This role will play an integral part in the Greyfriars project, working within the Heritage Lincolnshire team and a wider partnership with City of Lincoln Council. The project will bring the Grade I listed Greyfriars back into use as a destination for learning, events and functions, with sensitive interpretation throughout the building and a café in the undercroft.
We are hugely excited to finally fully re-open the doors of Greyfriars to visitors and the public after 20 years of this much-loved local building being closed. Our visitor welcome team members will play an all-important role in making sure our visitors are welcomed to the building and have the best possible experience of the site, whether visiting to find out more about the building’s history and a stop at our cafe, or for an event, wedding, or room hire.
As our Event and Admin Coordinator, you’ll play a key role in supporting the smooth running of the venue, coordinating events, and providing essential administrative support.
Heritage Lincolnshire (HTL) is a local charity with over 30 years of experience in the sector. We work across the historic county of Lincolnshire to save heritage at risk, engage communities with their heritage, and promote best practice in the sector. HTL undertakes consultancy services across the Midlands and nationally, and our archaeological unit, APS, works nationally. As a small charity, HTL offers an exciting opportunity for early career professionals who would like to gain a wide range of experience and have a material impact on the organisation they work for.
EMPLOYEE BENEFITS
Heritage Lincolnshire is a well-regarded and established charity. As a small team with a huge amount of skills, experience and enthusiasm, we work collaboratively to deliver a wide range of projects, services and activities.

Benefits include:
· Pension scheme including an employer’s contribution of 5% of gross annual salary 
· 22 days annual leave per year increasing to 23 days after 2 years’ service. In addition, you will be entitled to the usual UK public holidays each year. All entitlements are pro rata. 
· An additional day of paid leave each year to celebrate your birthday
· Membership of the Employee Assistance Programme after successfully completing the 6 month probationary period.
· Flexible working hours, with time off in lieu for any additional hours worked.
· Mileage and expenses payments
· Childcare voucher scheme
· Continued Professional Development



JOB DESCRIPTION
Job title:		Events and Administration Coordinator - Greyfriars
Location: 	Greyfriars, Lincoln
Responsible to:		Visitor & Operations Manager – Heritage Lincolnshire 

JOB SUMMARY
We are seeking a highly organised and proactive Events and Administration Coordinator to join our team. This role is a key position, responsible for coordinating events, managing administrative tasks, and ensuring the smooth delivery of activities at Greyfriars.
The ideal candidate will have excellent communication skills, strong attention to detail, a proactive approach to problem-solving, and a passion for delivering exceptional visitor and event experiences.
KEY RESPONSIBILITIES   
Event Coordination:
· Plan, coordinate, and execute events at Greyfriars, from small meetings to larger gatherings.
· Coordinate with suppliers, caterers, and other external partners.
· Manage event logistics, including setup, registration, on-the-day support, and responsibility for opening and securely locking the venue as required.
· Take responsibility for opening and closing the venue as required, including ensuring the building is ready for use and securely locked at the end of activities.
· Ensure the building is left safe, secure and in an appropriate condition following events, in accordance with venue procedures.
· Work weekends and evenings as required to support events, bookings and other activities taking place at Greyfriars.
· Ensure all events comply with relevant health and safety requirements, including venue procedures and risk-management measures.
Administrative Duties:
· Maintain accurate records, databases, and filing systems.
· Assist with invoicing, booking confirmations, and financial tracking for events.
· Manage internal communications and scheduling.
· Support marketing initiatives, including social media updates and promotional materials.
· Provide general office support to ensure smooth operations.
· To respond to general enquiries from the public, stakeholders and others as required.

· To follow and comply with all policies and procedures of HTL which includes the Trust’s Health and Safety procedures in the workplace, ensuring personal safety and the safeguarding of the interests and safety of all staff, trainees, visitors, and others at the Trust.

· To uphold the working values and expectations of HTL both in the office and when representing the organisation externally.
· To carry out other duties relevant to your post as reasonably required by your line manager.

PERSON SPECIFICATION
	
	ESSENTIAL
	DESIRABLE

	Education/Training/Qualifications
	· Proficiency in Microsoft Office
· Willingness to undertake first aid training as required; training will be provided.

	

	Experience
	· Proven experience in event planning, hospitality, or administrative roles.
· Strong administrative experience
· Experience working to deadlines and managing multiple tasks

	· Experience of working within or with charities.
· Experience in delivering high-quality customer service


	Competencies

	· Ability to present a welcoming and friendly manner to visitors
· An ability to work independently, showing initiative and flexibility on occasion where required.
· Excellent organisational and multitasking skills
· Good written and verbal communication skills.
· The ability to offer a creative approach to identifying and solving issues.
· Ability to work as part of a team.

	· Aptitude for working with volunteers and making use of their skills and experience.



	Values and attitudes
	· Flexible approach, including evenings and weekends.
· Confidence
· Enthusiastic 
· Committed to equal opportunities
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