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GOODWOOD

The Role

The Event Planner will be part of Goodwood Event Team and report to one of the Event Managers. 
About us

At Goodwood, we celebrate our 300 year history as a quintessentially English Estate, in modern and authentic ways delivering extraordinary and engaging experiences.  Our setting, 12,000 acres of West Sussex countryside and our story both play significant roles in Goodwood’s success.  What really sets us apart is our people.  It is their passion, enthusiasm and belief in the many things we do that makes us the unique, luxury brand we are.

Passionate People

It takes a certain sort of person to flourish in such a fast-paced, multi-dimensional environment like Goodwood.  We look for talented, self-motivated and enthusiastic individuals who will be able to share our passion for providing the “world’s leading luxury experience.”

Our Values

        The Real Thing	               Daring Do          Obsession for Perfection    Sheer Love of Life

	We employ meticulous attention to detail to create experiences, as they should be.  We are honest and open.
	We don't mind breaking the rules to create the best possible experiences. We will take tough decisions
	It’s a team thing – everybody mucks in to make things happen. We're madly passionate about what we do
	We want to make everyone feel special by loving what we do.



Purpose of the role

To work as part of the Events team at the heart of the planning and delivery of the headline events at Goodwood.  The role involves anything from managing the day-to-day operational delivery to the highest standard, to managing the ingress and egress of all visitors across Goodwood’s portfolio of events, and, where possible, improve practices and procedures, ultimately ensuring excellent customer experience at all Goodwood Events.
Your role will vary depending on which area of the Events team you work in and could involve anything from event design, planning and infrastructure within the Operations Team, to sourcing, recruiting and onboarding all of our casual and volunteer teams within the Event Staffing Team, to liaising with competitors, race teams and drivers sourcing world class vehicles in the Content Team.
To support the Events teams with the engagement of sustainable and profitable growth across any allocated event and to create a positive people culture to assist with the delivery and vision of “One Goodwood.” 

Key responsibilities

· To manage your areas of event infrastructure, including all operational and logistical planning
· Be the go-to person for your event areas, developing your technical knowledge
· Develop channels to grow our team of casual workers
· Develop, implement and maintain an effective recruitment and vetting process 
· Ensure Event briefings are completed in a timely manner
· Effectively manage staff check-in and our casual team over event
· Develop communications that keep our casual team engaged throughout the year
· Take ownership of all processes and systems that relate to event staffing
· Provide accurate and timely reports
· Complete all related administration and prepare, manage and collate all event material for casuals, volunteers and team managers
· To ensure that attention to detail and timely customer service is at the heart of event delivery
· To manage all budgeting processes (including negotiating costs, facilitating purchase orders, invoices and re-charges)
· Continuously improve the events using your knowledge and experience along with customer feedback 
· To oversee the installation of essential event infrastructure on site, whilst ensuring all timings and installations are in accordance with the event build schedule 
· To ensure all event requirements are understood and communicated to allow forward planning, sensible purchasing and to facilitate the delivery to a critical path
· Various administrative tasks in relation to the smooth running of the events department
· Proactively liaise with directors, internal employees and contractors, as required and develop positive working relationships with key contacts.
· To attend events and perform other duties and tasks as required throughout the year
· Produce documents, briefing papers and reports as required
· Maintain up to date knowledge and understanding of the organisation and its objectives
· Act as an ambassador for the Goodwood brand at all times and ensure Group values are upheld to both external and internal contacts, through appropriate behaviour and performance
· Undertake any other duties as requested in accordance with the scope and responsibilities of the role
· To support the Event Managers in delivering the events to the ISO20121sustainability standard.

Qualities you will possess


· Passion for what you do
· Positive and friendly with a “can do attitude”
· Exceptional attention to detail 
· Ability to prioritise and organise
· Proactive with a drive to go above and beyond
· Take responsibility for yourself and others	

· Confident to make decisions and to stand by them
· Good negotiation and influencing skills
· Excellent communicator
· Highly organised and methodical
· A sense of fun!


What do you need to be successful? 

· A passion for delivering Events with operational experience, focussing on greenfield sites
· An aptitude for accuracy, attention to detail and problem solving, with good judgement
· Experience working in high volume recruitment 
· Natural ability to lead project groups and bring the best out of peers 
· Excellent organisational skills, with the ability to multi-task and think laterally
· Excellent verbal and written communications skills
· Confident when dealing with customers
· Ability to work to strict deadlines and remain calm under pressure
· Ability to consistently manage budgeting systems accurately 
· Strong relationship management and communication skills, both written and verbal and the ability to influence internal and external stakeholders at all levels
· Ability to work both independently and as part of the Event Team
· Ability to be flexible and cope with ever changing priorities
· A willingness to work longer flexibly around the events, including weekends in the build up to and on event 
· Knowledge of Health and Safety and recruitment standards and practices
· Working knowledge of event best practise standards
· Ability to grow networks internally and externally
· Broad current event industry knowledge 
· High level of energy and enthusiasm 
· Proactively implement improved ways of working
· Working knowledge of project management software and techniques
· To be proficient in the use of MS products (including Word and Excel)
· Good education background – ideally educated to degree level
· Must have a full UK Driving Licence
· Experience of using AutoCAD would be advantageous
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