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EVENT MANAGEMENT 

Front of House Team 
Role
Appointed by the Events Department, the Admissions Officer is responsible for the organisation and administration of admissions to Swim Wales events.
Admissions Officer: 2 people
· Attend the event briefing of the Front of House Manager as required;

· Ensure any relevant policies & procedures – as referenced through www.swiminfo.org are complied with at all times;

· Control the admission of spectators entering the event
· Make appropriate arrangements for the sale of spectator tickets & programmes

·  Ensure the safe custody of cash, in accordance with the guidelines laid down
· Administer stock control of programmes

· Ensure the Front of House area is kept clean and tidy and monitor other public areas reporting any problems to the venue staff immediately.

· Provide feedback to be included in any written reports required at the conclusion of the event.
Role

Appointed by the Events Department, the Accreditation & Information Officer is responsible for the administration of coaches accreditation and face to face contact with spectators, swimmers and coaches within the front of house area.
Accreditation and information officer: 1 person
· Attend the event briefing of the Front of House Manager as required;

· Ensure any relevant policies & procedures – as referenced through www.swiminfo.org are complied with at all times;
· Ensure adequate supplies of printed material is made available to the Media & Coaches on a timely basis
· Ensure the event camera log is completed correctly for all camera users during the event

· Administer the collection of coaches passes
· Ensure the Front of House area is kept clean and tidy and monitor other public areas reporting any problems to the venue staff immediately.

· Provide feedback to be included in  any written reports required at the conclusion of the event
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