Events Assistant Internship (6 months to 1 year)
Paid £6.85 per hour, 35 – 40 hours per week based in central London
The Café in the Crypt is a 224 seat Café located in the Crypt of St Martin-in-the-Fields church, Trafalgar Square.  Open 8am to 10pm (12 pm to 6pm Sundays) and hosts jazz bands every Wednesday evening.  The daily changing buffet offers freshly prepared food at great value and attracts a mix of people from local office workers and business people to tourists from all over the world.  Group booking enquiries come from those gathering with family for a special celebration through to school groups coming from Europe wanting to sample a traditional English afternoon tea.  As well as the large corporate 4 day conferences, Christmas and private parties.  The scale of events is as diverse as the workspace.
We are looking for a highly motivated, organised, forward thinking person keen to pursue a career in Events Management, to support the Events and Sales Executive with the smooth running of a complex and varied schedule, in an “on the job” paid training opportunity/internship.  
You will be responsible for administrative support, industry related research, marketing and fully assisting the Events and Sales Executive.  You will learn how to write proposals, attend to the needs of clients, show case the venue, convert bookings and co-ordinate all details relating to events.

You must be a very personable individual with excellent customer service delivery, be comfortable both ensuring we maximise revenue opportunities as well as truly understanding and responding to what our customers need.
In return you will gain valuable experience in coordinating events in this busy and vibrant central London Church, receive support and training and all the benefits of an employee, really feeling part of the team.  
Experience of working in a hospitality environment is beneficial and you must have a degree, or currently working towards, in Events Management.
Application Process

· Application pack can be found on http://www.stmartin-in-the-fields.org/vacancies .  Please forward your CV and a covering letter, stating why you are the person for this internship to recruitment@smitf.org or post to Nadine Swaffield, HR Manager, St Martin-in-the-Fields, Trafalgar Square, London WC2N 4JJ.  

· Closing date 9 March 2012 by 5.00 pm
· Interviews will be held week commencing 19 March 2012
Only shortlisted candidates will be contacted.

