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COMMERCIAL EVENTS & ENGAGEMENT OFFICER
JOB DESCRIPTION AND PERSON SPECIFICATION

[bookmark: _Toc489434380]Contract: Permanent, full-time (35 hours per week) 
Based at: Derby or Nottingham with agile working after probation. Additional travel required across the region
Salary: £26,500 to £28,500 per annum (dependent on experience)

1. 	MAIN PURPOSE OF THE ROLE

Support the Commercial Events department to deliver the Chamber’s annual flagship events, with a focus on commercial events delivery. 

Proudly showcase and celebrate members, work to deadlines and budgets, identify engaging topics, themes and venues that demonstrate East Midlands business needs, develop and maintain positive working relationships and deliver high-quality events.

Operate as a great communicator to ensure that the event vision and outputs are understood, for relevant stakeholders (internal and external) to achieve success.

2. 	POSITION IN ORGANISATION

· Reports to the Head of Commercial Events.
· Day to day liaison with colleagues including marketing, membership and the wider Chamber.
· Effectively liaise with stakeholders.

3. 	DUTIES AND KEY RESPONSIBILITIES

· Research and negotiate with venues across the region that work with the capacity, quality and budget of the Commercial Events programme.
· In consultation with the Chamber colleagues and businesses/members, identify suitable topics/themes that satisfy business needs, grow member engagement and attract an audience.
· Support Commercial Events to ensure there is a schedule, minimal internal diary conflicts (including key funded events and policy events) and achieve collaboration with key internal and external stakeholders.
· Support the department head with the planning and delivery of the Commercial Events programme, ensuring profit targets are met and take the lead in activity or projects where required.
· Track per event spend and ticket sales to ensure achievement of budget. 
· Drive ticket sales to hit targets by:
· Coordinating internal communication and encouraging colleagues to engage their contacts and stakeholders
· Initiating bookings and referrals with potential customers, over the phone, virtually and in-person.
· Ensure marketing teams receive event information well in advance, enabling timely promotion and maximising attendance.
· Day to day contact with customers, suppliers and internally, utilising the Chamber’s CRM system, Microsoft Teams and SharePoint for collaborative working and accurate record keeping.
· Liaise with external contractors to ensure cost-effective rates and quality of service.
· Work with Chamber planning documents and guidelines to ensure brand quality throughout planning and delivery event aspects.
· Support the review and evaluation of the Commercial Events programme, making recommendations for continuous improvement and further development.
· Provide high quality, attention to detail orientated administrative support to the department as needed.
· Use excellent time management skills to plan, execute and evaluate events.
· Other activities as required in alignment with the role duties.

4. 	PERSON SPECIFICATION  

	Knowledge
· Knowledge of Chambers of Commerce
· Knowledge of business landscape within the East Midlands Region
· Knowledge of event delivery processes, from concept through to delivery
	



essential
	
desirable 
desirable



	Experience
· Relevant and demonstrable experience of event delivery from conception through to post-event
· Working with and managing event suppliers, a diverse range of businesses, and sponsors/event partners
· Experience of working with CRM systems for purposes of storing information and processing event information/ bookings
· Sales generation experience with a confident telephone and in-person manner
	
essential

essential

essential


essential
	








	Qualifications
· Event management or equivalent relevant experience
	
essential
	


	Skills and abilities
· Excellent organisational and administration skills
· Ability to work to deadlines and budgets
· Strong communication (written & oral skills)
· Strong drive for results/quality and a high level of resilience
· Highly motivated - can work as part of a team and independently
· Able to effectively use Microsoft office (including SharePoint and Teams) and other Cloud based applications
· Ability to problem solve and be creative 
· Ability to negotiate
· Great attention to detail
	
essential
essential
essential
essential
essential

essential

essential
essential
essential
	










	Personal attributes
· Takes responsibility
· Celebrates and is proud of success
· Supports others and works well with a team
· Creative and challenges tradition
· Must be dependable and reliable
· Must be able to work under own initiative
· Full driving licence (able to drive in the UK for business purposes)
· Access to own transport
· Must be prepared to work flexibly in terms of working hours
	
essential
essential
essential
essential
essential
essential
essential

essential
essential
	





[bookmark: _Hlk139538603] 5. 	OTHER INFORMATION

This role is eligible to participate in the Chamber’s agile working policy, with at least 2-3 days per week in the office to collaborate with colleagues. In office working will be more frequent during probation.


Employee name: _________________________ 


Employee signature: ______________________             


Date signed: ________________
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