
                                                                                                                       
Job description 
Apprentice – Event Assistant 

 
This role is require to work within West Suffolk Council offices at Bury St 

Edmunds and Mildenhall, in addition to working on site at specific events and 
throughout the district. The post-holder is required to work flexibly during event 
periods, including some evenings and weekends. 

 
The role will be based within the Economic Development and Business Growth 

team. This team delivers on one of the Council’s key priorities: Growth in West 
Suffolk’s economy for the benefit of all our residents. 
 

This role will include assisting the relevant event manager with all aspects of 
internal and external events from start to finish. These events will include the 

Bury St Edmunds Christmas Fayre (www.burystedmundschristmasfayre.co.uk), 
one of the biggest events of its kind in the country which sees over 130,000 
visitors; the West Suffolk Business Festival (www.businessfestival.org), which is 

the eastern region’s leading business event; and events at the provisions 
markets in West Suffolk’s major towns. The role also includes wider support to 

the Economic Development and Business Growth team. 
 

Key responsibilities and activities: 
 

 Liaising with suppliers, stall holders, travel operators. 

 Working with key businesses and local attractions to support the tourism 
industry. 

 Arranging venues for events.  
 Assisting with the management and coordination of the event timetable, 

including arranging speakers and presenters. 

 Sending out invites and collating responses. 
 Producing event packs. 

 Regularly monitoring the amount of empty shops across West Suffolk, 
comparing to national statistics.  

 Encouraging vitality of West Suffolk’s high streets. 

 Regularly monitoring planning applications relating to economic 
development. 

 Answering phone calls and emails from residents, businesses, partner 
organisations, councillors and other staff within the council. 

 Assisting with maintaining web pages and other administrative systems 

and support systems. 
 Carrying out general office duties. 

 Supporting staff within the Economic Development team as and when 
requested. 

 

You will be expected to carry out tasks required on a day to day basis and the 
work that you undertake will be designed to ensure that you meet the evidence 

and standards required for your qualification. 
  
Our apprentices are temporary and employed for a be sufficient amount of time 

to complete the agreed level of study. 

http://www.burystedmundschristmasfayre.co.uk/
http://www.businessfestival.org/

