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THE SCHOOL 
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Brighton is one of England’s leading 
schools and the oldest public school in 
Sussex. The College comprises the 
Senior School, educating 1,000 pupils 
aged 13–18, and the Lower School,  
educating 100 pupils aged 11–13.  

 

As one of England’s leading schools and the 
oldest public school in Sussex, the College com-
prises the Senior School, educating 1,000 pupils 
aged 13–18, and the Lower School, educating 
100 pupils aged 11–13. The Brighton College 
family of schools also includes Brighton College 
Nursery, Pre-Prep & Prep School, St Chris-
topher’s School and Handcross Park, educating 
a further 1,150 children aged 3 to 13. Overseas, 
the College has opened Brighton College Abu 
Dhabi, Brighton College Al Ain, Brighton College 
Dubai and Brighton College Bangkok, with 
Brighton College Singapore planned to open in 
September 2020. 

 

The College is proud to have broken its A-level 
and GCSE results this year. The Times listed us 
top school for our A-level results, with 97% of 
grades A*-B. 44% of grades were at A*, which 
compares to 8% nationally. In The Telegraph, 
Brighton College shared the top spot in England 
for the best GCSE results among 2,000 co-
educational schools in the country. Our pupils 
excelled, with 94.49% of grades at 9/8/7. 
Over 900 9s were achieved in the 2019 GCSE 
exams, making it the most common grade at 
Brighton. Not a single paper was failed, with 
nearly 2,000 GCSEs sat at the school.  

 

The Sunday Times named Brighton College 
‘England’s Independent School of the Year 
2019’, the second time in a decade the school 
has won this accolade. The Week magazine 
named Brighton College ‘Most forward-thinking 
school in Britain’ for two year’s running in 2017 
and 2018. Tatler magazine awarded Richard 
Cairns the title of ‘Head Master of the Year 
2012-13’, and Brighton College was named UK 
‘Independent School of the Year 2013- 14’ at 
the Independent Schools Awards. 

 

 

 

 

The last full ISI inspection in 2015 awarded the 
College top grade in every category, including 
‘Exceptional’ for teaching and learning. 

 

There has also been major investment in new 
facilities over the last ten years. This has seen 
the construction of five major buildings on the 
main site, including the new £55m School of 
Science and Sport, which includes eighteen 
state-of-the-art laboratories alongside a new 
sports hall, 25-metre swimming pool, fitness 
centre and roof-top running track.  

 

A new boarding house opened in 2013 in the 
College Quad which, together with a new en-
trance tower completed in 2014, completed 
the original Thomas Jackson designs of the 
1880s. A state-of-the-art Music School opened 
in 2016, providing pupils with some of the very 
best musical facilities in the country. The Yeoh 
Building, including 22 classrooms for maths, 
history, economics, politics and EAL, alongside 
an innovative Creative Learning Centre, opened 
in 2017.  

 

Above all, Brighton is a very happy place. We 
pride ourselves on being a warm, inclusive and 
respectful community, where our staff are wel-
coming and positive and our pupils are intellec-
tually curious and kind. 
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THE CITY 
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The College enjoys its location in 
Brighton, one of Britain’s youngest 
cities and one of the most vibrant         
in Europe. 

 

A recent national survey identified Brighton as the 

‘happiest city in the UK’ and it regularly features 

within the top cities for quality of life in the UK. 

With an extensive beach and seafront, and proxim-

ity to beautiful rural areas including the South 

Downs National Park, the opportunities for recrea-

tion and leisure are varied and numerous. 

 

 

 

 

Transport links are also excellent, Brighton being 

within easy travelling distance of London (50 

minutes by train), and 30 minutes from Gatwick 

Airport. Portsmouth, Newhaven and the Channel 

Tunnel provide accessible links with the Continent. 

 

Brighton is also a university city, and the College has 

good links with both the University of Sussex and 

Brighton University. Our annual involvement in the 

Pride parade has strengthened existing links with 

the local community.  
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THE ROLE 

Brighton College is seeking to appoint a 
Senior Events Coordinator as soon as  
possible. 

THE ROLE 

Working alongside the Commercial Manager, the 
Senior Events Coordinator plays a key role in 
presenting the professional face of the College 
for all commercial bookings and is the “front 
line” for enquiries from parents and the general 
public.  The commercial business includes resi-
dential & non-residential language schools, holi-
day clubs, after school clubs, bespoke functions, 
weddings, conferences and dinners. It also in-
cludes hiring out of other College facilities such 
as the Jubilee Sports Ground.  

 

ROLE SPECIFICATION 

General:  

 Meet with clients interested in booking Col-
lege facilities; this may be outside normal 
working hours or, at weekends 

 Issue contracts for bookings taken 

 Produce function sheets to ensure that details 
of confirmed bookings and lettings are cor-
rectly conveyed to all relevant departments 
and are included in the relevant College sys-
tems such as Bluerunner, Isams and Room 
Booking System. Other College departments 
include Catering, Security, Domestic and 
Cleaning etc. 

 Produce monthly invoices for all commercial 
activities using Sage (full training will be giv-
en). You will also have responsibility for debt-
or control on all commercial bookings 

 Ensure all appropriate documentation is sent 
to new and existing clients, tracking and fol-
lowing up missing documentation and filling 
efficiently in client files. In particular all docu-
mentation required regarding safeguarding 
and public liability insurance 

 

Weddings: 

 Responsibility for the production of wedding 
packs, brochures and menus in liaison with 
the Commercial Manager and Catering De-
partment 

 Market and advertise weddings on specialist 
websites, the college website and on social 

media 

 Conduct show rounds of the college to secure 
bookings (maybe be in the evenings or and at 
weekends) 

 Manage and oversee all aspects of the func-
tion on the day (usually Saturdays)  

 

Language schools: 

 Assist the Commercial Manager with the lan-
guage schools (both residential & non-
residential) and similar bookings whilst on 
campus 

 Assist with inventories for all bedrooms, class-
rooms & other spaces booked prior to com-
mercial occupancy 

 Co-ordinate (with the Commercial Manager) 
bookings to maximise the use of rooms & 
shared areas 

 Liaise with other departments to ensure 
smooth running of all bookings 

 

Holiday Clubs: 

 Organise and manage the administration and 
internal advertising for the holiday clubs 
which take place over the Summer, Easter and 
Christmas school holiday periods 

 Produce and send out booking forms, pro-
cessing all bookings, producing the registers 

 Assist at the club when required 

 Process all financial payments relevant to the 
bookings 

After School Club & Rise & Shine Breakfast Club:  

 Assist at the clubs when required 

 Process all payments for the clubs, chase any 
debtors if required. Monitor late pick ups , 
charge , record and report to the appropriate 
person accordingly 

 Organise and manage all marketing relating to 
these clubs 
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THE ROLE (CONTINUED) 

Other Facility Hire: 

 Work together with the Commercial Manager 
to devise a strategy for the commercial usage 
of the newly opened School of Sports and Sci-
ence, a brand new state of the art, innovative 
building offering huge potential for the Col-
lege 

 Ensure that all bookings are invoiced and 
correctly booked into the room booking sys-
tem 

 Attend calendar meetings to prevent clashes 
with college bookings and to check through 
the ‘week ahead’ for changes 

 Where possible, produce and monitor the 
out of hour’s timetable and actively sell and 
promote any slots that become available to 
current hirers and local businesses. Ensure 
there is the necessary staffing to facilitate 
this 

 

Health and Safety: 

 Carry out a site inspection before weekend 
weddings and functions commence, ensur-
ing that any areas that are not correctly set 
up or in need of attention are dealt with 

 Produce risk assessments where necessary 
and keep on file in the BCS Health and Safety 
file 

 Ensure that all clients are aware of the fire 
regulations and emergency procedures. 
Keeping signed documentation on file 

 Read and adhere to the Brighton College 
Safeguarding Policy, Code of Conduct & 
Keeping Children Safe in Education 

 

Other: 

 Assist the Commercial Manager in all as-
pects of Brighton College Services Ltd busi-
ness 

 Assist on the day of the annual Head Mas-
ter’s Conference as directed by the Commer-
cial Manager   
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FURTHER DETAILS 

Brighton College is an exciting place to 
work, and it is our staff who make our 
community such a vibrant and             
stimulating environment. 

 

Person Specification: 

 Previous experience of events co-ordination 
in particular weddings 

 Proactive, creative and flexible attitude 

 Excellent communication and interpersonal 
skills 

 High level of personal presentation 

 Reliable and punctual 

 Good team player 

 Excellent working knowledge of Microsoft 
Word and Excel 

 Commitment to delivery of a five star ser-
vice at all times 

 Excellent telephone manner 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hours of Work: 

 During term-time, core hours will be Monday 
to Friday, 8.30am-5.00pm. Where clients need 
to have meetings outside of these hours, time 
in lieu time is to be taken for the additional 
hours worked 

 During school holiday periods, core hours will 
be Monday to Friday, 8.30am-5.00pm  

 Weekends when there are weddings or anoth-
er function taking place during the year for 
which lieu time will be given 

 

Holidays:  

20 days, rising to 25 days after 2 years’ service, in 
addition to bank holidays. All holidays must be taken 
during term-time.  

Subject to operational requirements, additional days 
may be awarded during the period between Christ-
mas and the New Year. 

 

Benefits: 

 Job specific Learning and Development pro-
gramme available to all employees 

 Life Cover is provided whilst working at Bright-
on College after successfully passing probation 
period  

 Complimentary lunch is provided during term 
time 

 Brighton College provides a contributory pen-
sion scheme, which all eligible employees will 
be automatically enrolled into within 3 months 
of commencement of employment 

 Well-being programme including; healthy 
heart checks, access to books, magazines and 
DVDs from the College Library, fitness classes 
and English Language classes 

 Sodexo Lifestyle Saving Programme 
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THE APPLICATION PROCESS 

Candidates should complete an online               
application which is available at                     
https://bcollege.careers.eteach.com/ by           
midday on Tuesday 28th January 2020.  Appli-
cations will be considered on a rolling   basis 
and early application is therefore encouraged.  

Interviews are anticipated to be held in the 
week commencing 3rd February 2020. The ap-
plication should be submitted together with a 
CV and covering letter of application  addressed 
to the Head Master.  

Any enquiries about the application procedure 
should be emailed to                                                              
recruitment@brightoncollege.net or by calling 
the HR Department on 01273 704386. 

 

 

 

 

REMUNERATION 

The salary for this role will be £23,000-£24,500 per 
annum, dependent on experience.  

 

 

 

SAFEGUARDING AND EQUAL 
OPPORTUNITIES 

Brighton College is committed to safeguarding and 
promoting the welfare of children and young people, 
and expects all staff to share this commitment. Any 
offer of employment will be subject to an enhanced 
DBS disclosure, the receipt of satisfactory references, 
the College’s pre-employment medical question,  
relevant original ID documentation and examination 
certificates. The College understands that a robust, 
fair and transparent recruitment and selection policy 
plays a central role in achieving this aim. 

 

The College is committed to ensuring that the 
recruitment and selection of staff is conducted in 
a manner that is systematic, efficient and      
effective and promotes equality of opportunity. 
Our full equal opportunities policy is available on 
the ‘Vacancies’ link on our website. 

S
E

N
IO

R
 E

V
E

N
T

S
 C

O
O

R
D

IN
A

T
O

R
 

mailto:teachingrecruitment@brightoncollege.net
mailto:teachingrecruitment@brightoncollege.net


 

9 

 

 
 

 

           

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


