
  



We are seeking a highly motivated and proactive Deputy Events Manager to join our 
Events Management team at Bradford Live. In this dynamic role, you will play a key part 
in the planning and delivery of a wide range of events. Responsibilities will span all 
aspects of event management, including administration, advancing, overseeing event 
set-up and de-rig, liaising with artists, clients and promoters, and leading on small to 
medium scale events. 

• Support the Events Manager with day-to-day event administration, including staffing 
and resource bookings, schedule creation, and preparation of event 
documentation.  

• Lead on small-scale corporate events and conferences, working with clients from 
concept through to delivery.  

• Be the designated Duty Manager on small to medium scale events.   
• Supervise event set-up and de-rig, ensuring all teams work efficiently, safely, and in 

line with agreed plans.  
• Act as artist, client, and promoter liaison during large-scale events, providing 

excellent service and overseeing backstage operations.  
• Assist with emergency procedures, including building evacuation, in line with venue 

policies.  
• Support the Events Manager in ensuring the health and safety of staff and the public 

during events.  
• Supervise and support casual staff during events, acting as a first point of contact 

for guidance, advice, and on-shift training.  
• Help ensure outstanding customer service and a positive experience for all visitors.  
• Assist with stock and merchandise preparation, and compliance with licensing 

requirements.  
• Contribute to maintaining high presentation standards across front-of-house, sales, 

and bar areas.  
• Actively promote and uphold the organisation’s commitment to equality, diversity, 

and inclusion.  
• Take responsibility for your own health and safety and support a safe working 

environment for colleagues and visitors.  



• Undertake relevant training and development to support ongoing growth in the role.  
• Carry out other reasonable duties as required, in line with your skills, experience, 

and the needs of the organisation.  

We are looking for individuals that can work as part of a team and individually to 
achieve and deliver our values: creativity collaboration, excellence, and respect.    
 
Your Experience     
 

• Strong organisational and administrative skills, with the ability to manage and 
prioritise time-critical tasks.  

• Experience in the events industry, ideally within the corporate and hospitality 
sectors.  

• Previous experience in an artist liaison role, or a comparable position.  
• Previous experience working on small to medium scale events, ideally within a 

venue space.  
• Proven ability to work effectively with external clients, delivering a high standard of 

service and support.  
• Experience supervising teams, ideally within a public-facing environment.  
• Skilled in problem-solving, with a proactive and positive approach.  
• A strong customer service focus, with a genuine commitment to delivering an 

excellent experience every time.  
• A First Aid qualification is desirable but not essential.  
 
Key Attributes 
 

• Passion for the events industry with ambition and drive to learn and develop.  
• Exceptional attention to detail across written, numerical, and verbal 

communication.  
• Strong organisational skills with the ability to prioritise time-critical tasks.  
• Flexible and adaptable, remaining calm and effective under pressure.  
• Proactive problem-solving approach with a positive, “can-do” attitude.  
• Strong communication and listening skills, with the ability to build positive 

relationships with colleagues, stakeholders, clients, and the public.  
• A team player with a collaborative spirit and willingness to support others.  
• Professional, presentable, and approachable manner, setting a positive example for 

peers.  
• Understanding of health and safety practices (IOSH Working Safely desirable but 

not essential).  
• Willingness to work flexible hours, including early mornings, evenings, weekends, 

and bank holidays.  



 


