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Events Executive
Job Description and Person Specification 
Line Management: 

Events and Operations Manager
Job Purpose:
The Events Executive will work with the Events and Operations Manager to deliver all of the events that the Catholic Bishops’ Conference undertakes. It is estimated that the workload will be split on event-based tasks and on longer-term planning. Typically work will be office based but you will be expected to, at times, work from a temporary office on site, attend site visits and meetings elsewhere and travel to meet clients or collect or deliver items. Some evening and weekend work will be expected. 

To do preparatory work and to assist in the running of The Eucharistic Pilgrimage and Congress, which is being held in Liverpool on the dates of 7-9 September 2018.  This is expected to be the largest Catholic event in Britain since the Pope visited, with over 10,000 people expected to attending over the 3 days. Throughout the preparation and event, there will be late days and weekend work.

Location:


39 Eccleston Square, London, SW1V 1BX
Job Description
This is not intended as an exhaustive description of duties and responsibilities.
Key Tasks:

· Assist with administrative tasks;
· Issue and log purchase orders and check invoices against them;
· Log project spending and reference against budgets;
· Distribute agendas and take minutes for production meetings;
· Place orders for equipment and negotiate deals with suppliers;
· Maintain a database of staff;
· Collate insurance and training paperwork;
· Maintain reference resources including literature and samples;
· Undertake research as required;
· Assist in all aspects of print management;
· Maintain and develop relationships with existing and new suppliers;
· Assist in logging all out H&S documentation;
· Assist in preparing tender documents for new contracts;
· Attend openings, press events and represent CBCEW at certain industry events;
· Assist in the maintenance and upkeep of the asset tracking system;
· Create event database and systems for filing event documentation;
· Assist with the recruitment of event staff and volunteers;
· Distribute and collate production documentation to clients, suppliers and staff as advised;
· Assist in integrating these key projects as part of an ongoing integrated Events Programme using the Events Toolkit;
· Assist in ensuring full event attendance through ensuring excellent promotion and communications;
· Assist in compiling and collating feedback from delegates attending the events;
· Assist in the development and organisation of all aspects of event logistics, including agendas, schedules, timelines, task lists, and event programmes and scripts;
· Assist in the execution of social and digital media outreach, including drafting emails and social media posts;
· Assist in delegate management and the producing and collating delegate packs;
· Assist in proof reading materials prior to printing;
· Provide practical support during all events;
· Assist with event packing, unloading and re-loading, and the organisation of all event materials;
· Book travel and accommodation for event staff;
· Assist the Events and Operations Manager with issues as they arise;
· Assist with other tasks as reasonably requested.
Essential skills

· A methodical, logical and thorough approach to work and an ability to use initiative;
· A good knowledge of technical and site equipment and suppliers;
· Excellent written and verbal communication skills;
· An ability to work effectively under pressure;
· A strong working knowledge of Microsoft Office;
· The ability to respect confidentiality and use discretion;
· Empathy with the goals and philosophy of CBCEW;
· Enthusiasm and willingness to learn.
Other desirable skills

· A knowledge of H&S law;
· Full clean driving license;
· Experience of event working.
Personal Attributes

· Have good interpersonal skills as there will be a lot of times when you will have to communicate clearly what you want to other members of staff, and the ability to converse with senior managers and people important to events and CaTEW;
· Have good team work skills as during a lot of events, this will have a major impact on the fluidity of the running of the event;
· Be able to come up with correct decisions when on your own.  Occasionally during an event, there will be no chance to contact your line manager when asked a question; so you will have to be able to answer the questions correctly based on the work that you have put into the event;
· Be physically competent as there will be times when heavy lifting will be required for events, such as moving items around the stage during intervals.
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