
 
 
Job Title:  Set Up Coordinator   
 
Reports to:  HR & Staffing Coordinator/Venue Manager  
 
             
 
Purpose of the role: 

The Set up Coordinator role is to support the set up of our events across all Hickory venues 
where applicable. Set up Coordinators are chosen based on experience and ability. We seek 
passionate individuals, with exceptional performance based on our company ethos. They are 
adaptable, with superior product and Hickory knowledge.  They are Hickory ambassadors, with 
strong communication skills, team work, initiative and the ability to deliver excellent customer 
service skills when dealing with clients. Our aim with employing this position is to create a 
culture of exceptional attention to detail within Hickory, and to provide a safe, healthy and 
happy working environment to every employee. 

This role begins on a 3 month trial period, after which the employee’s performance is reviewed. 
Depending on company demand, the individual will continue this role on a permanent basis.  

           

Key responsibilities 
 

 Ensure the opening and closing procedures are followed for set ups across all Hickory 
venues 

 Execute all set up for the majority of Hickory events 

 Maintain the upkeep and condition of Hickory venues at all times 

 Responsible for the upkeep and condition of all venue storage areas 

 Responsible for the upkeep and condition of set up items in all storage areas including 
cleaning and reporting breakages 

 Communicate with Event Coordinators for events at Eskmills to ensure all set up is 
arranged and organised 

 Execute Hickory standards at all times 

 Communicate effectively about set up with clients when on duty 

 Reliable availability which meet company demand 

 Promote and encourage the use of our social media platform 

 Enforce and follow health and safety rules at all times 
 
 

Skills and Capabilities 

 Exceptional customer handling skills  

 Experienced as a team leader 



 
 

 Effective communication skills 

 Ability to conduct meetings and contribute to training sessions 

 Committed to delivering a quality customer service 

 Exceptional organisational skills 

 An understanding of the Events/Leisure Industry 

 Ability to meet deadlines, and manage time effectively 

 Flexible and adaptable 

 Responsive to needs of customer and colleagues 

 A team player 

 Ability to acts as an ambassador for the Company 

 Ability to lead a team 

Hours 

 Zero hours contract, however candidate must be free to work mornings and 
weekends. 

 Willingness and flexibility to work outside these hours when necessary to meet 
the requirements of the job.  

Salary 

 £8.00 per hour. Payments are paid monthly in arrears directly into your bank account 
on the 5th day of the following month. If this falls on a weekend, you will be paid on the 
next again working day. 

  
Location:  

 Eskmills Venue and Dunglass Estate 

 Any Hickory outside venues if required 

 


