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Job Description
	Job Title             	
	Events Coordinator 

	Responsible to   
	Head of Communications and Engagement 

	Responsible for  
	N/A

	Location
	Procurement House, Unit 23, Leslie Hough Way, Salford, M6 6AJ



Statement of Job Purpose
We are looking for an experienced Events Coordinator to manage and oversee all elements of the Groups external event planning and management.  This role will put you right at the forefront of promoting the work of the Group to the education sector and beyond as well as using your skills to support various internal projects. You will bring event insights and internal improvements to evolve our event offerings and will have at least two years of event planning experience and a long history of coordinating successful events.
As part of the Communications Team, you will be an affective ambassador for our brand and will have the opportunity to get involved in a variety of exciting projects across different areas of our business. 
This is a great opportunity to put all your skills into practice, working in a supportive and learning environment to progress your career in event management.
Main Duties and Responsibilities
General
· Oversee the planning and execution of all CPC external events and conferences, including the organisation, set up and coordination of the CPC Village at the Schools & Academies Show (SAAS) which takes place once a year.
· Support internal CPC events.
· Continuous improvement of the management of CPC events, whilst developing a complete understanding of the requirements for every event.
· Research venues and make selections based on their creativity, quality, within set budgets.  
· Develop content for event materials and work with our in-house graphic designer to fruition.
· Hire personnel as needed across all functions of an event (ie catering, audio/visual).
· Handle day-to-day administration of events, including running order development, video development in conjunction with Communications Team, hire of keynote speakers, catering and dietary requirements, AV requirements, registration, RSPV tracking, publicity of both internal and external events.
· Oversee draft and finalise venue contracts for sign off and lock down day-of logistics with People Development.
· Process all invoices with our finance department to ensure vender payments are completed within contractual deadlines.
· Undertake a methodical approach to project management, leading projects to successful delivery.
[bookmark: _Hlk117596935]
Person Specification
	Essential requirements

	· Experience in event management, proven track record of creative, successful events.
· Experience in event planning or event coordination in a corporate environment.
· Experience working with colleagues in graphic design, sales, marketing, and communications.
· Experienced in the coordination and administration of live events.
· Be a strong negotiator.
· Experience in managing budgets and tracking expenses.
· Experienced in taking on feedback and continuous improvement. 
· Experience in using online design programmes & Social Media Scheduling software.
· Advanced knowledge of PowerPoint, Acrobat, and Excel.


	Personal requirements

	· Confident, professional communicator at all levels, able to actively adapt your pitch to your audience which can be of varying experience and engagement levels.
· The ability to build rapport with people at all levels, as well as a commitment to teamwork.
· Excellent organisational, communication, and multitasking skills.
· Ability to remain calm under pressure and maintain a customer-service mindset.



Disclaimer 
The job duties, elements, responsibilities, skills, functions and the requirements and conditions listed in this job description are representative only and not exclusive of the tasks that any employee may be required to perform. The Job Description will be reviewed annually as part of the performance review process and Crescent Purchasing Limited reserves the right to revise this job description at any time.
Crescent Purchasing Ltd is an Equal Opportunities Employer and committed to Equality and Diversity.


Employees Signature:
Date:
Employees Name (Please Print):
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