
People’s Pride Southampton 
  

 
Committee Job Description 

 
Peoples Pride Southampton is a registered charity in England & Wales. Our registration number is: 1191841 

 

Job title: STALL BOOKING COORDINATOR  
    

Reports to: EVENT & COMMUNITY COORDINATOR Responsible For: ARTISTS 
    

    Full-time      Volunteer Position 

    Part-time      Paid Position 

Essential Duties and Responsibilities:   
 

 The ideal candidate will be able to handle all of our stall bookings from the initial enquiry stage through to booking and 
handling payments.  

 Seek out potential partners, and traders for us to host at our pride festival event.  
 Respond to all new enquiries to the event site, referring other enquiries to other team members as appropriate. 
 Determine if applications meet with People's Pride Southampton's criteria for letting. 
 Aim for the mix of traders authorised to trade on a given day to enhance the offer of stalls at our event.  
 Assist with management of the online booking and payment system for temporary stalls, liaising others as needed. 
 You will then be coordinating with the site manager on the day to place your stall holders and make sure that they are sited. 

 
Must be available the Saturday to Sunday of People’s Pride Southampton 

 
Additional duties include: becoming familiar with Festival and Event operations, needs, timelines, etc. Monitoring of the 
event stallholders and their elements are in compliance with the rules and regulations set forth by festival and local city 
council. Oversee all matters related to registration, organization, and operations. Oversee all assigned stall holders to 
ensure facilities used are left in better conditions than received. Attend monthly planning meetings. 

 
Education and/or Work Experience Requirements: 
 
Excellent verbal and written communication skills, including ability to effectively communicate with internal/external customer’s  
Basic computer proficiency (MS Office – Word, Excel and Outlook)  
Must be able to work under pressure and meet deadlines, while maintaining a positive attitude and providing exemplary 
customer/contractor service  
Ability to work independently and to carry out assignments to completion within parameters of instructions given, prescribed 
routines, and standard accepted practices as well as previous experience in public relations, management or event planning. 
  
Must be 21 years or older. 
  
Understanding of LGBT, social justice and civil rights policy issues preferred 
 
Additional Requirements: 

  
 Ability to maintain regular, punctual attendance. 
 Must be able to lift and carry up to 50 lbs  
 Must be able to speak, read and write English proficiently 
 This event is held during the beginning of summer and may require operating in summer weather conditions  

 
People’s Pride Southampton works to create events and environments where LGBTQIA+ people thrive. We support the health and 
wellness of the most marginalized, advocate for equality and justice, and work to build a culturally rich LGBTQIA+ community. 
Understanding of and adhering to this mission is the guiding principle behind all the work and duties described within. 
 
 

 


