
 

 

  
FUNCTION: 
Role: Festive Coordinator  
Reports to: Dawn Balfour, Venue Sales Manager (Eskmills Venue)  
Contract: 1st May to 31st January 
Salary: To be discussed   
             
 
PURPOSE OF THE ROLE: 
This is an exciting opportunity to join a dynamic and contemporary privately owned 
catering, events and venue management company. Hickory is a leading provider of 
catering and hospitality services, delivering exceptional catering for prestigious events 
and unique venues throughout Scotland, exclusively managing Dunglass Estate and 
Eskmills Venue. 
 
We wish to appoint a successful Festive Co-ordinator to take responsibility for all 
aspects of direct sales, coordination, venue design and planning of our Christmas and 
Hogmanay events, including selling our Christmas and Hogmanay package to venues and 
a corporate target audience. The role will involve sales administration support and 
processes to take the customer from enquiry to securing payment for the bookings, to 
post event follow up. This is a varied and exciting role which will give the candidate a 
thorough understanding of the overall business. Many of our Festive coordinators have 
secured permanent positions within the company post the initial 10 month contract.  
 
KEY RESPONSIBILITIES: 
 

 Proactively drive sales and revenue for Christmas 2017/18 to our core market 
segments using key propositions to market and sell Christmas Party Nights, 
Private Parties, Hogmanay, Other Venues and Corporate Christmas Events.  

 Work with the Marketing Director and the Venue Sales Manager, to plan, 
execute and develop promotional and relevant marketing campaigns to build the 
brand awareness of the Christmas and Hogmanay events, supplying regular 
social media content.  

 Prospecting new markets and working with the marketing and sales departments 
to deliver the businesses objectives and deliver KPI’s using a variety of sales 
techniques from face to face to direct calling.   

 Build positive client relationships, while coordinating and managing projects in a 
thorough and professional manner from enquiry to post event follow up, 
delivering the Customer Journey at every stage.  

 Develop processes and policies for maximising ticket sales and pre-order sales  



 

 

 Creating and providing opportunities by effective planning to increase sales 
value of each event, by leading on discussion internally on ‘what else we could 
offer’ or ‘what else could we do’.  

 Capturing quality data for future marketing. 

 Diligent with diary management, ensuring each calendar month is planned and 
ready for implementation. 

 Work with the marketing department on the 2017 event design and theme and 
order the stock. 

 Develop a timing plan for the implementation and venue dressing for Christmas.  

 Planning of each festive event and work with Operations team to deliver. 

 On the night representation/hosting.  

 Supporting the marketing department with the co-ordination of all client 
hospitality and client gifts at Christmas and seasonal marketing opportunities in 
line with the overall marketing plan and available budget. 

 Administration duties and management of CRM. 

SKILLS AND CAPABILITIES: 

The person appointed will; 

 

 Candidate will have gained experience in a proactive sales and event planning 
role, preferably in the hospitality and event industry. 

 Be a passionate foodie. 

 Be well presented and dressed in smart business dress code, you will often be 
meeting with clients and customers  

 Be able to demonstrate strong and efficient communication skills, while being 
pleasant and positive. 

 Be mindful of the company’s brand and reputation at all times, whether working 
with internal teams, professional advisors, suppliers and clients. 

 Be positive, polite and persuasive with effective communication skills. 

 Be able to negotiate with suppliers, build positive relationships, while 
coordinating and managing projects in a thorough and professional manner. 

 Discrete, exert sound judgment and preserve confidentiality. 

 Able to meet deadlines, with accuracy. 

 Flexible to work in non-business hours. 

 Skilled and experienced in all Microsoft software’s, experience of working with 

CRM (Rendezvous, advantageous).   

 Confident in verbal and written communication. 

 Full, clean driving license with access to own car. 

 


