Events Officer
Purpose of the Role
This role leads the planning and delivery of Radio West Suffolk’s events and community presence. It covers live events, fundraising activities, community visits, and outside broadcasts — helping the station stay visible, connected, and active across the local area. The role strengthens relationships, raises the station’s profile, and creates memorable experiences for listeners and partners.
Key Responsibilities
Live Events & Outside Broadcasts
· Plan, coordinate, and help o deliver live events and outside broadcasts across the area.
· Work with presenters, technical volunteers, and partners to ensure smooth event execution.
· Manage logistics including equipment, schedules, permissions, and on‑site coordination.
· Represent the station professionally at all public‑facing events.
Fundraising & Community Activities
· Organise fundraising events that support the station’s sustainability and community mission.
· Develop creative ideas for events that engage listeners and local supporters.
· Build relationships with local venues, groups, and partners to support fundraising activity.
· Promote events through collaboration with the digital and social media team.
Community Engagement
· Coordinate station visits from schools, charities, community groups, and local organisations.
· Identify opportunities for the station to participate in local festivals, fairs, and public events.
· Strengthen the station’s presence in the community through positive, proactive engagement.
· Provide clear communication and updates to the wider team about upcoming activities.
· Maintain an events calendar and ensure all relevant teams are informed.
Skills & Qualities
· Strong organiser with excellent attention to detail.
· Confident communicator who enjoys meeting people and representing the station.
· Creative thinker who can develop engaging event ideas.
· Calm under pressure and able to problem‑solve on the day.
· Comfortable coordinating volunteers and working collaboratively.
· Passionate about local communities and creating memorable experiences.
Experience (desirable, not essential)
· Experience in events coordination, community outreach, or project management.
· Familiarity with outside broadcast setups (training can be provided).
· Experience working with volunteers or in community‑focused organisations.
What This Role Contributes to Radio West Suffolk
· Raises the station’s visibility and strengthens its reputation across the local area.
· Builds meaningful connections with listeners, partners, and community groups.
· Supports fundraising and sustainability through well‑run events.
· Helps bring the station’s mission to life through real‑world engagement and presence.

