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Job Description

Job title:		Event Coordinator

Reports to: 		Event Services Manager 

Department/School:	Southcoast Conferences and Events 

Grade:			4

Purpose of the role

The Event Coordinator is responsible for providing operational support and assisting in the coordination of both internal and external event bookings to ensure a high level of client satisfaction. This role ensures the consistent delivery of agreed standards in administrative and operational procedures, health and safety compliance, customer care, and adherence to departmental policies and deadlines.

In addition, the Event Coordinator plays a key role in supporting the growth of Southcoast Conferences and Events' commercial activity by contributing to the efficient execution of events and fostering positive relationships with clients and stakeholders.

Line management responsibility for: N/A

Main areas of responsibility:
· Work collaboratively as a member of the Event Services Team to plan and deliver a range of key university and external events. These can include high-profile internal events such as Graduation Ceremonies and Graduate Shows, as well as external events including Academic Conferences and other commercial activities.
· Responsible for managing event enquiries and preparing event proposals and supporting materials, including draft programmes, name badges, delegate packs, budget management and client contracts. Providing timely and professional customer service to internal and external clients, responding to queries related to delegate bookings, payments, registrations, and event health and safety, while referring complex issues to senior colleagues as needed.
· Support the development, implementation, and delivery of the sales and marketing strategy for all Southcoast Conferences & Events activities, identifying new opportunities, building external relationships, and contributing to revenue growth and brand visibility to help achieve departmental financial targets and raise the profile of both the department and the University of Brighton.
· To contribute generally to work elsewhere in Southcoast Conferences and Events covering absences and or high workload within other areas of the department. 

General responsibilities

These are standard to all University of Brighton job descriptions.
· To undertake other duties appropriate to the grade and character of work as may be reasonably required, including specific duties of a similar or lesser grade.
· To adhere to the University’s Equality, Diversity, and Inclusion Policy in all activities, and to actively promote equality of opportunity wherever possible.
· To be responsible for your own health and safety and that of your colleagues, in accordance with the Health and Safety at Work Act.
· To work in accordance with Data Protection legislation


Person Specification

The person specification focuses on the knowledge, skills and abilities, qualifications, and the experience required to undertake the role effectively. Please ensure that your application demonstrates how you meet the essential criteria. You will be assessed by your completed application form (A), at interview (I) and in some instances through an exercise (E); these are shown at the end of each criteria.
Essential Criteria

	Knowledge, skills, and abilities


	· Knowledge of the conference and events industry including the event management processes and procedures (A, I) 
· Strong organisational skills with the ability to manage multiple priorities in a dynamic environment (A,I)
· To be able to listen well and understand the needs of colleagues, internal partners and external clients (I) 
· Demonstrate the ability to work proactively and use initiative to manage tasks, solve problems, and make informed decisions independently (A,I)
· Able to build and maintain effective working relationships with colleagues based on openness and respect. (I) 
· Confident and professional communicator, comfortable engaging with a wide range of clients, suppliers, and internal stakeholders (A,I)


	Qualifications


	· No formal qualifications required  


	Experience


	· Experience working in a commercially focused events environment (e.g. hospitality, venue hire, conferencing) (A,I)
· Experience with marketing or social media platforms in a professional setting (A)
· Proven experience in administration and coordination and delivery of conference and event bookings (A, I) 
· Experience using systems in the administration of events and conferences such as CRM databases, contracting systems (A, I) 
· Experience of relevant legislation and its application to the conference and events industry e.g. child protection, GDPR, health & safety issues for events, disability discrimination act. (A) 
· Proven experience working towards and achieving commercial objectives (I)
· Proven experience in working as part of a team within an office and operational environment (A) 
· Experience of delivering a high standard of customer service within the conference & events industry (A, I) 

	Managing people


	· N/A 


	Physical demands and/or other requirements

	· Able to work with display screen equipment (A, I) 
· Flexibility to work evening and weekends at events in line with business requirements (A) 
· The role will require lifting and moving equipment e.g. setting up event spaces for smaller events and transportation of event equipment to event sites. (A) 
· The role will require regular travel to other university sites and offsite venues (I) 




Additional Information

· Any appointment is generally made at the bottom of the salary range for the grade dependent upon experience and previous salary.
· The University of Brighton welcomes job sharers. Job sharing is a way of working where two people share one full-time job, dividing the work, responsibilities, pay, holidays, and other benefits between them proportionate to the hours each works, thereby increasing access to a wide range of jobs on a part-time basis. The advert for the post for which you are applying will indicate whether applications from job sharers can be considered (this may not be possible for a post that is already part time for example). Refer to the ‘Balancing Working Life’ section on our website here: Benefits and facilities.
· Annual leave entitlements are shown in the table below and increase after 5 years’ service. In addition, to the eight Bank Holidays, there are university discretionary days between Christmas and New Year. All leave, including bank holidays and discretionary days, is pro-rated for part time employees.

	Grades
	Annual entitlement per grade
	Grades
	After 5 years’ service

	1-3
	23 days
	1-3
	28 days

	4-7
	25 days
	4-7
	30 days

	8-9
	27 days
	8-9
	30 days

	Band 10 and above
	30 days
	Band 10 and above
	30 days



· More information about the department/school can be found here Professional Services Departments or here Academic Departments. 
· Read the University’s Strategy
· The University has an attractive range of benefits, and you can find more information about them on our website.
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