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Events Co-ordinator 

(part-time) 

 
THE SCHOOLS 
 

The Mary Erskine School and Stewart’s Melville College are two of the three schools administered 

by the Company of Merchants of the City of Edinburgh.  Since 1989, powers have been devolved 

to the Erskine Stewart’s Melville Schools’ Governing Council, a sub-committee of The Merchant 

Company Education Board. 

 

Since 1978, The Mary Erskine School has been twinned with Stewart's Melville College. 

Through this arrangement, the senior schools are separate and single-sex but are each led by the 

Principal, while all the girls and boys below the age of 12 are educated together in the ESMS Junior 

School.  Since August 1999, the Sixth Form has become a genuinely 'twinned' experience, with 

boys and girls jointly comprising a single academic, pastoral and social unit. 

 

An overall roll of approximately 2750 pupils reflects parental belief that their sons and daughters 

are obtaining an ideal combination of co-education and single-sex schooling. Senior school boys 

and girls come together in orchestras, choirs, drama and musicals, as well as in numerous Outdoor 

Education projects and in the Combined Cadet Force. 

 

The schools are predominantly for day pupils, but there are two boarding houses for 

approximately sixty girls and boys in the grounds of Stewart's Melville College and these reinforce 

a powerful sense of community.  All three schools are characterised by high academic standards 

and by fine reputations in music, sport and a wide range of extra-curricular activities. 
 

The Erskine Stewart's Melville Schools have a charitable foundation and today provide financial assistance 

to over 150 bursary holders, who attend Stewart's Melville College and The Mary Erskine School. 

 



CENTRAL SERVICES 
 

The three schools are supported by site specific ancillary staff and by the staff responsible to the 

Bursar, the Director of Administration and the Director of ICT. 

 

 

STAFF 
 

There are approximately 80 teachers in each of the senior schools, and approximately 70 in the 

Junior School.  They are supported by an excellent team of support staff, whose high standards 
make a major contribution to the quality of the schools. 

 

 

PROFESSIONAL REVIEW AND DEVELOPMENT 
 

All teaching and support staff participate in a three-year cycle of professional review. 

 

 

EXTRA CURRICULAR ACTIVITIES 
 

Support staff are encouraged to become involved in activities where they have expertise.  Help is 

particularly welcomed in sporting and outdoor education activities as well as in musical and 

dramatic productions. 

 

 

THE DEPARTMENT 
 

The Development Office was founded in 2007 and aims to establish a long term culture of giving 

throughout the school community. 

 

 We help to raise funds for the programme of financial assistance through the award of 
Bursaries and for the Pupils’ Fund through our Access to Excellence initiative. 

 We bring parents and former pupils together to speak to pupils about career options as 

well as providing a forum for business networking through the Engage programme. 

 We work closely with our Former Pupils’ organisations, the Daniel Stewart’s and Melville 
College Former Pupils’ Club and The Mary Erskine Former Pupils’ Guild together with 

parent groups in all three schools to achieve our objectives.  

 We help families to socialise and connect within the school through our Parent 

Champions’ programme and events. 

 

 

THE POST 
 

Basic Function The Events Co-ordinator assists the Development Manager in the efficient 

and effective running of the Development Office, particularly focusing on 

the range of events run by the department. 

 



Accountability The Events Co-ordinator is accountable directly to the Development 

Manager. 

 

Relationships The Events Co-ordinator will liaise closely with the Development Manager, 

the Marketing Department, with colleagues across the schools, including 

the Finance Department, the four school offices, ICT, the DSMC FP Club 

and the MES FP Guild, the Principal’s office, the Vice-Principal’s office and 

with external agencies and stakeholders. 

 

Authority The Events Co-ordinator will have authority as delegated by the 

Development Manager and other promoted staff. 
 

Responsibilities The main responsibilities of this post include event co-ordination, liaising 

between suppliers and volunteer groups, advising and directing volunteer 

groups, communicating with attendees, managing event administration and 

supporting general office administration under the direction of the 

Development Manager.  There is also an element of unsociable hours when 

managing events. 

 

Key Tasks: 

Events 

 Logistical arrangements for events, for example, catering, display, 

equipment, etc 

 Administrative tasks, including bookings, finance, promotional schedule 

and arrangements at events 

 Management of communications with suppliers, volunteers and 

participants 

 Scheduling and planning progression of larger or more involved events 

 Attendance at events as necessary 

 

Administrative Tasks 

 Processing and logging of events bookings, donations, events income 

and other incoming mail 

 Updating websites with events information 

 Production of generic letters and emails in response to enquiries and 

small donations 

 Assistance with donor stewardship 

 Processing of events bookings and management of finance 

 Management of stock levels of merchandise and branded print work 

 Other general administrative support to ensure the efficient and 

effective running of the office and its functions 
 

Other Duties Reasonable tasks as requested by the Development Manager and other 

promoted staff. 

 

Professional To undertake continued professional development and to keep up-to-date 

Development with current development and fundraising practice. 

 

 



REQUIRED SKILLS 
 

 Essential Criteria Desirable Criteria 

Qualifications  Degree level education or equivalent 

experience 

 

Knowledge   Basic familiarity with tax-
effective systems of 

giving, both in the UK 

and overseas 

Experience  Events co-ordination of similar scale 

events 

 Appropriate experience of, and 

expertise in, secretarial functions, 

including familiarity with the Microsoft 

Office Professional 2011 or 2013 suite 

of applications. 

 MS Excel – basic  use of simple filtering, 

sorting, conditional formatting 

 Basic knowledge of MS Outlook: 

mailbox and calendar management, 

using tags, flags, etc 

 Handling correspondence to a high level 

of presentation, ie, changing settings in 

MS Word documents such as fonts, 

margins, text alignment, general layout, 

inserting tables, page numbers, etc 

 You should have 

knowledge of Data 

Protection principles 

 Provision of 

administrative/ 

secretarial support (to 

the Development Office) 

 Experience of using MS 

Publisher 

Skills/Abilities/

Competencies 
 Excellent interpersonal and 

communication skills 

 Good negotiation skills/ability to talk to 
Event suppliers 

 Good planning and organisational skills 

with the ability to meet deadlines 

 Ability to achieve results through the 
development of relations with a wide 

range of people and external suppliers 

 Excellent problem solving skills and the 

ability to develop creative solutions 

 Ability to work with conflicting 
demands 

 Able to work independently and as a 

member of a team 

 Able to establish effective working 

relationships with a range of colleagues 
and stakeholders 

 High standards of written 

and spoken English and a 

good level of numeracy 

Personal 

Attributes 
 Flexible approach to working patterns  

 

 



REMUNERATION AND OTHER CONSIDERATIONS 
 

Hours of work: The paid working week is 18.5 hours.  Actual hours will be dependent on 

the various events organised by the Development Office and the successful 

candidate will need to be flexible and be available to work in the evenings 

and at weekends. 

 

Salary:  The salary range will be £9,198 to £9,774, dependent on qualifications and 

experience (Points D12 – D15 on the ESMS Support Staff Salary Scales).  

Salaries are reviewed annually on 1 April. 
 

Holidays: Entitlement is to 30 days’ annual holiday leave, plus 10 days’ statutory 

holiday at Christmas and Easter, when the schools are closed.  Annual leave 

should normally be taken during school holiday periods, and the schools’ 

holiday year runs from January to December. 

 

Pension: The successful applicant will be entitled to become a member of the 

Merchant Company Stakeholder Pensions Scheme but will not 

automatically be enrolled in the scheme. 

 

Please note that the school operates a No Smoking Policy and smoking is not permitted on the 

school campus at any time.   

 

 

APPOINTMENT PROCEDURES 
 

Applications should be in the form of a letter, addressed to Mrs Suzi Squires, Development 

Manager, and should be supported by a full Curriculum Vitae along with the names, addresses and 

contact details of two referees.  They should be sent by email to recruitment@esms.org.uk or by 

post to the HR Administrator, Erskine Stewart's Melville Schools, Ravelston, Edinburgh EH4 3NT. 

 

The closing date for applications is Friday 26 May 2017 and, following shortlisting, interviews will 

take place during the week beginning Monday 5 June. 

 

The successful applicant will take up post on Tuesday 1 August 2017. 

 

If you would like to discuss the post informally, please contact Mrs Squires by email at 

development@esms.org.uk or by phone on 0131 311 1131. 
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