
Events and Conferencing Officer
JOB APPLICATION INFORMATION



Hello.

We’re the MAC.

The newest creative arts venue in Belfast.

We’re an artistic hub for artists, audiences and visitors. We
select, create and mix up music, art, theatre, dance and
everything in between to bring audiences the very best of local
and international talent all under one roof.

Open 7 days per week, we deliver an outstanding programme
that is accessible, inclusive and showcases the very best art.
We’ve won 17 awards for our building, business, programme
and our renowned welcome. With over 2 million visitors since
opening in 2012, we look forward to 2018 as the year in which
we will continue to build on our reputation as one of the UK &
Ireland’s leading arts venues.



MAC by numbers

2 Theatres (a 350 seater and a 120 seater)
3 Art Galleries
1 Rehearsal Space
1 Dance Studio
3 Education & Workshop Rooms
1 Family Room
4 Offices for Resident Art Groups
1 Café & Bar
1 Artist-in-residence Studio
1 Permanent Artwork



Organisational Structure



Job Description

Job Title Events and Conferencing 
Officer 

Reports To Operations Manager

Background Information

The MAC ‘s aim is to play a leading role in the pursuit of our vision - a
creative and confident society that celebrates diversity.

Our mission is to inspire and challenge everyone who experiences the MAC
and that includes people who work with us; to create unforgettable
experiences that change people’s view of their society and their place in it;
to create a space that kick starts connections between people, and between
people and art; to build Belfast’s reputation as one of the world’s most
creative cities by bringing the world’s best art to our city and our best art to
the world; and to reach further into society to those who live with the worst
effects of inequality and division.

If you’re a high-performing person inspired by our vision and mission (and
are passionate about working hard to help us achieve these) we want to
hear from you.

Main Purpose of Job

We are looking for an Events and Conferencing Officer to be a highly
organised and efficient point of contact for external clients, to manage
internal and external room bookings, to assist in the delivery of events and
to provide an outstanding level of customer care.

The successful applicant will be a personable and enthusiastic individual,
with strong problem-solving skills and the ability to work in a fast-paced
environment with confidence. You will be responsible for ensuring that
customers and visitors to the MAC receive outstanding service and quality,
and that events run smoothly from start to finish. Excellent communication
skills are crucial, with strong attention to detail. Also, you will need to
effectively manage the competing demands for space within this busy
multi-use arts venue. Finally, you will be passionate about the MAC and will
enthusiastically embrace all elements of its unique organisational culture.



Key tasks and responsibilities

Planning, preparing and coordinating events including:

• Efficiently dealing with enquiries from potential hirers by phone and/or email;

• Fully understanding hirers’ needs in order to deliver outstanding customer service;

• Providing potential hirers with accurate up-to-date information about the facilities and
services available at the MAC;

• Working closely with the Technical Manager to ensure the appropriate technical support is
available for the event;

• Liaising with the Operations Manager to coordinate the availability of spaces within the
MAC;

• Ensuring that the Artifax software system contains an up-to-date record of enquiries,
bookings, cancellations, hirers’ details and all events in the building - including income
earned;

• Ensuring the availability of equipment required for the event including, where necessary,
arranging the hire of external equipment for events and negotiating best price with the
supplier;

• Communicating detailed event arrangements to Duty Managers and Front of House Officers
to ensure events are delivered in accordance with the hirer’s expectations;

• Assisting with the set-up of an event when required; and

• Attending key events where necessary to ensure that the hirer’s expectations are exceeded.

Commercial responsibilities:

• Owning and delivering the venue hire target each financial year;

• Working closely with the marketing team to ensure the proactive promotion and marketing
of the MAC as a venue including targeting and contacting potential customers;

• Ensuring that maximum profitability is delivered from each hire without impacting customer
satisfaction or the long-term viability of the business;

• Calculating and communicating accurate prices to customers within pre-agreed pricing
structure;

• Identifying new revenue streams for the MAC; and

• When necessary, attending trade events to promote the MAC.

Customer Care:

• Delivering outstanding customer care;

• To assist in reporting customer queries, complaints and feedback, and working with other
staff to resolve;

• Ensuring that the MAC’s brand values are evidenced in all dealings with customers;

• Contributing to the MAC’s warm and welcoming culture;

• Working with the Front of House team, to ensure that the building is presented to the highest
quality standard, including room set-ups, presentation of staff, signage etc.;

• Ensuring that performance, rehearsal and public spaces are set up for hirers in advance of
their arrival; and

• Following up with customers to gain timely and accurate feedback and customer
satisfaction surveys to help with the better delivery of future events.

Health and Safety:

• Contributing to safeguarding the users of the MAC by adhering to relevant national H&S
legislation, the MAC’s Health and Safety policy and all emergency equipment and
procedures.

This list is for guidance only and is not exhaustive. The post holder will also be required to carry out
other reasonable duties as required by the Operations Manager.



Why working at the MAC is great

‘Getting to know theMAC’ comps

MAC staff can use their ‘Getting to know the MAC’ complimentary
tickets for any MAC show, at any time. They are a great way to
become familiar with our fantastic programme of events.

Exhibition training with our Curator

Every three months, the exhibitions in our galleries are changed. At this
time you’ll receive in depth training from our Curator (and quite often
from the artists themselves) on the forthcoming exhibition.

Invitations to gallery previews with opportunities to meet the artists

When a new exhibition opens, the MAC always hosts a preview
evening. Staff are invited to the preview evening for a chance to
see the exhibition exclusively before opening to the public.

Invitations to previews of MAC productions and co-productions

We celebrate the opening of all MAC productions and Co-productions
with a press night. Staff are invited to come along,
see the show and enjoy the atmosphere.



Personnel Specification

Quality Essential Desirable

Qualifications

• 5 GCSEs including Maths and 
English at Grade C or above

• Third level qualification

Experience

• 1 year’s events management 
experience

• Experience of organising events 
in a commercial environment  

• A minimum of 2 years’ 
experience in a client facing role

• Experience of working with a 
wide range of customers/ 
audience members

• Experience of providing a 
smooth efficient service to a 
range of stakeholders

• Experience of delivering on 
financial targets

• Experience of working 
within a corporate and 
multi-functional 
environment 

• Customer Care 
Qualification

• Experience managing 
project budgets

• Sales experience in a 
corporate environment

Knowledge

• Knowledge of how to deliver 
outstanding customer service

• Working knowledge of 
Artifax or other event 
management software

• Knowledge of Health 
and Safety legal 
requirements and good 
practice

Skills and 
Behaviours

• Excellent planning and 
organisational skills

• Excellent communication skills
• Excellent personal skills 

including a warm and outgoing 
personality

• Excellent IT and Admin skills 
including an impeccable 
attention to detail and excellent 
record keeping

• Excellent customer service 
skills



Application Process

Employer: The MAC Trading Co. Limited
Contract Type: Fixed term (six months)
Place of work: The MAC, 10 Exchange Street West, Belfast, BT1 2NJ
Reports to: Operations Manager
Salary: £18,746 per annum

Your Application

The applicants who fit the specifications outlined above most closely will be
shortlisted for interview, so please make sure you tell us everything relevant to
your application.

To apply for this role please download the application pack which can be found
on the careers section of the MAC website. Please email your application and
equal opportunities form to recruitment@themaclive.com by 12 noon on
Friday 18 May 2018.

Please note that we are unable to consider any applications which are
received after the deadline.

Interviews will be held W/C 21May 2018.

Please note that if you cannot make an offered interview time we may not be
able to give you an alternative. If you have not heard from us by 21 May 2018,
please assume that you have been unsuccessful on this occasion.

Thank you for your interest in this role.




