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Internship profile

	Position
	Events Assistant Intern

	Department
	Events, Café in the Crypt, St Martin-in-the-Fields

	Responsible to
	Events & Sales Executive

	Responsible for
	N/A

	Main purpose of the internship
	The Events Assistant Internship offers a “real life” training opportunity for candidates interested in pursuing a career in events management. The successful candidate will help to coordinate the Events and Group Booking programme for the Café in the Crypt at St Martin-in-the-Fields, ranging from small meetings and intimate dinners through to gala dinners and high scale private and corporate events. The successful candidate will gain valuable experience in coordinating events in this busy and vibrant central London church.


Main duties and responsibilities

	1
	Group booking enquiries for the Café in the Crypt
· Respond to enquiries for group bookings.
· Liaise with the Café and kitchen team re menus.
· Handle deposit payments.

· Where appropriate liaise with the client on the day.

· Develop group booking business.

	2
	Event sales
· Respond to email and telephone enquiries from clients.
· Collating and distributing information and menus for clients.
· Proactively promote meetings and events at SMITF.

	3
	Event Management
· Meet and greet client on the day of their booking.
· Hosting client during event.

· Distributing and collating information provided on feedback forms. 

· Ensure rooms are presentable at all times for show rounds.

	4.
	Marketing

· Compiling brochures and mail outs to clients.
· Mystery calling of other venues, feedback findings to Event & Sales Coordinator
· Preparing and distributing special offers to database of previous clients.
· Attend trade shows, exhibitions and networking events

	5
	Database
· Create and maintain a database of event enquiries, bookings and feedback.
· Maintain tracking system of all events


	6
	General Office Support
· Prepare paperwork / contracts.
· Prepare event function sheet
· Maintain and enter all bookings onto central diary

	7
8
	Placement project

· To arrange and coordinate an open day to showcase events and meetings at SMITF 
This is not an exhaustive description of the position, aspects will change over time and the successful candidate is expected to contribute to its development and progression.


Nature and scope of the work placement
The Cafe in the Crypt is a 224 seat Café located in the Crypt of St Martin-the-Fields church, Trafalgar Square. The Café is open from 8am to 8pm /10pm (12 noon – 6pm on Sundays) and hosts live jazz bands every Wednesday evening. The daily changing buffet offers freshly prepared food at great value for money 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 special celebrations through to school groups coming from Europe wanting to sample a traditional, English afternoon tea.
St Martin-in-the-Fields has the following space to hire:

Three meeting rooms accommodating 5, 10 and 15 guests, 

St Martin’s Hall suitable for up to 120 theatre style or up to 250 for a reception, 100 for dinner
The Gallery for up to 150 for reception/party, 60 for dinner
The Crypt suitable for up to 350 guests for party, 200 for dinner
In the past twelve months St Martin’s has hosted a wide variety of events from meetings for local and national government away days, SME’s and corporate and celebration parties including the British Film Festival and the launch party for the 2010 GumBall Rally, Crypt Halloween party, Christmas parties, Warner Bros, Theatre launches.
Knowledge, skills and abilities

To be effective in this role you will need to demonstrate the following skills:

Essential

· Computer literate (Microsoft Word, Excel and Outlook)

· Meticulous attention to detail and excellent time keeping 
· Have excellent communication and interpersonal skills
· Excellent personal presentation
· Ability to respond calmly yet confidently to last minute challenges and problems

· Good organisational skills 

· Produce consistently accurate work, demonstrating your attention to detail

· Team player with an interest in people, who enjoys working with others within a large and varied organisation

· Graduate, or currently undertaking, a degree in Events Management or similar appropriate degree
· An enthusiasm for Events management
· In sympathy with the particular aims and ethos of St Martin-in-the-Fields

	Signed by employee:
	
	Signed by manager:
	

	Date:
	
	Date:
	


Events & Group Bookings Administrator Intern

February 2012


