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62 Brown Street, Sheffield, S1 2BS

Project Foodhall CIC - Events Organiser Job Description

Applications for freelance and secondment arrangements accepted

Job title Events Organiser

Hours 16 hours per week
Some evening & weekend work required

Duration of
post

6 months, with possibility of extension subject to funding
(1 months trial period for both you and Foodhall to get to
know each other)

Salary £25,000 pro rata (£10,667 per annum for 16 hours)

Location 62 Brown Street, Sheffield, S1 2BS
Office working from home is likely to be required

Start date Early February 2022

Holiday
allowance

A minimum of 25 days annual leave plus 8 Bank Holidays
(equating to 247.5 hours) paid holiday each year, calculated on
a pro-rata basis. This is a flexible policy with additional
requests for leave considered.

Other benefits Pension enrollment, flexible working hours, generous leave
policy, certification and training offered, a supportive &
friendly working environment in a radical, non-hierarchical
organisation

About Foodhall

Foodhall is a well-recognised open public dining room and kitchen at the heart of
Sheffield city centre. We aim to tackle social isolation and encourage integration across
a diverse range of groups using surplus food and social eating.

We began as a volunteer-run food cafe back in 2015, running lunch clubs 3 times per

http://www.foodhallproject.org
mailto:jobs@foodhallproject.org


week for the people of Sheffield on a ‘contribute what you can basis’. By March 2020,
our community had grown to over 60 active volunteers who contributed their time
cooking, crafting, cleaning, chatting, and more, seven days a week throughout the year.
At the onset of the pandemic we quickly transformed into an emergency response food
parcel service.

We have recently reopened our cafe on Fridays and moved to new premises earlier in
2021. In the coming months we will be open on further days for activities to support our
community, such as training for community members in need of help finding work,
support for accessing benefits, and wellbeing drop-ins.

Foodhall is looking for a hardworking, community minded person to join our part-time
staff team. We need people who believe in the importance of more public spaces
created equally for all of society, and who are passionate about tackling social isolation.
Motivation and dedication are also important to us, as well as experience. You will be
working closely with our non-executive directors, other staff, and volunteers to manage
your particular role.

Foodhall is not a conventional workplace. There is a management structure that reflects
our conviction that the project is the shared responsibility of everyone, paid staff
members, visitors and volunteers.

As an organisation that has undergone rapid change and a large expansion due to the
pandemic we have operational, logistical, strategic and personnel challenges to meet at
the moment. The ability to prioritise your wellbeing and the sustainability of your
contribution will be vital, as the scope of the work we’re engaged in is potentially
limitless.

We aim to have an equitable system of employment, where everyone paid by the
organisation is paid at same hourly rate. This is on the basis that no one role is more or
less important than another.

Job Role & Responsibilities

Foodhall Project works cooperatively and uses consensus to make key decisions. No
one person is ‘in charge’ of another. Paid staff take responsibility for supporting each
other, holding each other to account and ensuring everyone is getting on, as well as



reporting back to the community and volunteers.

The Events Organiser role is a key role within the project. This role will need to find
exciting ways to increase trading income for Foodhall, through events, activities and
private hires of our space as well as supporting existing activities and re-establishing a
regular events programme which was interrupted due to the pandemic.

Key responsibilities include but are not limited to:

● Re-establishing a regular programme of varied and diverse internal events &
activities after the cessation of these activities due to COVID-19, which
represent the equally diverse community present at Foodhall.

● Supporting paid staff and volunteer working groups to programme and
organise events based on existing activities, and provide staffing for these
events with volunteers and staff members.

● Seeking to involve existing community groups, organisations, businesses
and people in Sheffield to use our space and run their events here through a
partnership working model.

● Developing the commercial arms of events at Foodhall, pursuing private
hires, catering, and other potential income streams.

● Embedding Foodhall into the culture of DIY music, arts and events in
Sheffield by pursuing local artists and those from further afield to use our
space for events and performances during tours and other promotional
activities.

● Ensuring the comprehensive promotion and publicity of all events at Foodhall
using well designed graphics and written copy, promoted across a range of
channels including social media and other events platforms.

● Updating and publicising Foodhall’s policies with regards to safe spaces,
COVID-19 and other aspects which ensure the safety and enjoyment of all
visitors, staff, volunteers and community members who use the space.

● Additional tasks and responsibilities for the wider project as they arise.



Person Specification

Specification Essential Desirable

Experience

1 You have experience of successfully organising
events on a range of scales within different aspects
of music and the arts.

✓

2 You have coordinated groups of volunteers or other
teams to organise and run events.

✓

3 You have experience successfully marketing events
to different groups of people using different channels
(not only social media).

✓

4 You have previously managed venues before, and
understand how to manage a PA system and lighting
rig.

✓

5 You have worked in charitable and arts organisations
or similar, and understand the process of applying for
and reporting on grants and other funding streams.

✓

6 You have experience of creating, managing and
sticking to budgets based on available funding.

✓

Skills

7 You are able to work well in a team, considering the
opinions and wishes ofl lots of different groups –
including volunteers, community members, other
paid staff, funders and supporters.

✓

8 You work well on your own initiative, and can be self
directed to complete tasks and stay focused.

✓

9 You are able to inspire other people and motivate
them to achieve goals.

✓

10 You can prioritise important tasks, making fair
decisions about what projects need to be focused on
in order for Foodhall to achieve its overall aims.

✓



11 You are compassionate and empathetic to the
situation of others. You can work effectively with
people from all backgrounds and bring people
together despite perceived differences and systemic
oppression.

✓

12 You are commercially minded, and enjoy working to
reasonable financial targets.

✓

13 You can confidently communicate through written
English to organise events via email and produce
event copy for promotion.

✓

14 You are confident in using digital technology to aid in
the promotion of events, including design software
for creating posters and graphics.

✓

Knowledge

15 You are in touch with current trends in music and the
arts locally and nationally and can make judgements
on suitable artists to recruit to perform at Foodhall.

✓

16 You are aware of a variety of different external
partners (e.g. community groups, universities, and
private clients) to understand their needs, and
develop long term partnerships.

✓

17 You have a good understanding of Sheffield culture;
including other DIY spaces, commercial venues,
community arts groups, and festivals/events.

✓

18 You value beauty and can make judgements to
ensure space layout, lighting and arrangement
matches the needs of the group and the Foodhall
project.

✓

How to Apply

To apply, please provide a covering letter (max 2 sides A4) and a copy of your CV (no
longer than 4 sides A4)* to jobs@foodhallproject.org.



In your covering letter, please consider the following questions:
1. Why do you want to do this role? What is it that motivates you to apply to work

at Foodhall?
2. How do your skills, knowledge and experience meet the person specification for

this role?
3. What ideas do you have for developing the events programme at Foodhall?
4. How do you see events, and the events organiser role, contributing to Foodhall’s

wider aims to tackle social isolation, food insecurity and food waste?

The deadline for applications is 17:00 on 5th January 2022 with interviews taking place
in the week beginning 10th January. Applicants successful in progressing to the
interview stage will be notified no later than 7th January.

*Important: We aim to avoid bias as far as possible by reviewing applications
anonymously. For this reason, please remove identifying details from your CV and
covering letter and include these in your email as attachments, ideally PDFs. Give your
contact details and full name within the email body rather than in your CV or cover
letter.

Notes on the application process

At Foodhall we are actively working to broaden our relevance to the community we
serve, reflect Sheffield’s diversity, and contribute to bringing an end to systemic
oppression in employment. Therefore we especially encourage applications from
people who experience marginalisation, including disabled people, LGBTQIA+ people,
people of all ages and educational backgrounds, people of colour and other racialised
groups, and those who have experienced migration.

If you would like help understanding this job description you can send questions to
jobs@foodhallproject.org.

Whilst we hope you take care over your application, if English is not your first language
or you find it difficult to write please mention this on your application. We will not mark
you negatively for spelling or grammar errors.

If you have a better way of presenting what you offer than a standard CV and cover



letter then feel free to send it along instead. We will go on the information given and
what it says about you.

Given the part time, temporary nature of this role, we are also accepting applications
for secondment and freelance work. If you feel that this would fit with your work
pattern, please include information of the arrangements for this in your covering letter
so that we can consider these alternative arrangements.

While we will endeavour to do so, depending on the number of applicants we may not
be able to respond to all unsuccessful applicants. If you don’t hear from us by 10th
January, your application will have been unsuccessful. You are welcome to contact us
for feedback after this date.


