Oxjam Training Events Executive (voluntary internship)

Location: Oxfam House, Oxford
Ideal experience for: Candidates looking for event management, training, or charity experience
Commitment: Five months (12th March until 12th August 2011) 3-4 days per week. Some travel and evening and weekend work will be required while coordinating residential training events.

Oxjam:
Oxjam is a music festival made up of hundreds of events around the UK in October. Organised by people who know and love their local music scene. All in aid of Oxfam. Everything from massive club nights to mountain-top busking; from up-and-coming rock bands to the local church choir.

The highlight of the festival is the Oxjam Takeover: amazing multi-venue events which take place nationwide on one weekend in October, organised by some of our best, most committed volunteers. See the Oxjam 2010 Brick Lane Takeover video as an example of just one of the Takeover events. 

This role is part of the core team of staff and interns that coordinate Oxjam, working with staff, interns and volunteers across the country.  This role is based in Oxfam’s head office in Oxford. 
The chosen candidate will be responsible for coordinating the design and delivery of a number of one- and two-day training events (including the Oxjam Conference with around 150 delegates) for the 40+ Oxjam Takeover Managers and their teams and for up to 300 Oxjam event organisers.

Key responsibilities:
1. Lead on developing the content - the agenda, briefing documents, training sessions and evening activities - for 2 weekend residential training events for Takeover Teams and 3 or more one-day training events for other Oxjam event organisers.
2. Coordinate all the logistics in advance of each event, including booking venues, speakers, accommodation, inviting delegates etc.
3. Manage the project team on the day to ensure each event runs smoothly, including briefing staff, delegating roles, and troubleshooting problems.
4. Playing an active role in the core Oxjam team by helping to shape strategy and leading on other specific areas of the project as required.

Skills and experience:
· Excellent project and time management skills
· Calm under pressure and ability to use own initiative in dealing with complex situations
· Excellent witten, verbal and interpersonal communications skills 
· Experience of leading or motivating others (desirable)
· Experience of facilitating training or organising events (desirable)

The chosen candidate will gain the following experience from the role

· Events management experience
· Experience in managing and motivating a project team
· Opportunity to build strong internal and external working relationships
· Time management and communication skills


Contact: Nick Bryer 01865 47 2025
Oxjam Team, Oxfam House, John Smith Drive, Cowley, Oxford, OX4 2JY
Application process:
To apply, please complete an application form, and email it to nbryer@oxfam.org.uk, detailing how you meet the skills and experience required for this post. 
Email:  nbryer@oxfam.org.uk
Phone: 01865 472025 
Closing date for applications: Sunday 12th February 2012
Interview date: Tuesday 21st February 2012

Start date: 12th March 2012

