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NETWORKS EVENTS AND ENGAGEMENT 
OFFICER
JOB DESCRIPTION AND PERSON SPECIFICATION

[bookmark: _Toc489434380]Contract: Permanent, full time (35 hours per week)
Based at: Any Chamber office location with agile working. Regular travel across Derbyshire, Nottinghamshire and Leicestershire required
Salary: Up to £29,000 per annum 

1. 	MAIN PURPOSE OF THE ROLE

Responsible for the growth, development, and successful delivery of Chamber-led business networks, specifically Enterprising Women (EW), East Midlands Manufacturing Network (EMMN) and Generation Next.

Grow membership of each network, develop strategic partnerships with support from the wider team, increase engagement, generate income through event delivery, and ensure members receive a contemporary, high-quality experience that supports their business objectives and professional development.

Working closely with Chamber colleagues, network boards, chairs, ambassadors, sponsors and external stakeholders, the role will develop and deliver an annual programme of events, networking opportunities, mentoring initiatives and thought leadership activity that create value for members while contributing to the Chamber’s strategic objectives.

Operate as the primary point of contact for the network(s), driving membership growth, retention, engagement and sustainability through proactive relationship management, business development activity and effective project delivery.

2. 	POSITION IN ORGANISATION

· Part of Commercial Events.
· Regular liaison with Network Boards and Chairs.
· Day-to-day liaison with the Chamber Marketing Team, Events and Training Team, Business Support Services Team and wider Chamber colleagues.
· Regular contact with network members, partners, sponsors, venues, suppliers, speakers and other external stakeholders.

3. 	DUTIES AND KEY RESPONSIBILITIES

Membership growth, engagement and business development:

· Support the recruitment, retention and development of network members in line with agreed objectives and KPIs
· Contribute to membership growth plans, campaigns and engagement activity, identifying opportunities and making recommendations to the line manager where a strategic approach is required
· Build and maintain strong relationships with businesses, members, sponsors, partners and stakeholders to strengthen engagement, collaboration and income generation
· To ensure sponsors get demonstrable good value for their support and fostering a culture of retention
· Identify and follow up referrals, business development opportunities and opportunities for wider Chamber engagement
· Maintain regular contact with members to understand needs, resolve queries, promote relevant activity and identify opportunities for service improvement
· Represent and promote network activities through direct engagement, presentations, events and stakeholder meetings.

Network development and engagement:

· Work with the line manager, network boards, chairs and stakeholders to help shape and deliver a compelling programme of activity that provides value to members
· Identify emerging trends, challenges and opportunities relevant to network members and raise these with the line manager to inform future priorities
· Create and support opportunities for peer learning, collaboration, mentoring, coaching, champion and ambassador activity where appropriate
· Support the planning and delivery of awards, conferences and flagship network events, ensuring activity aligns with agreed objectives
· Facilitate effective communication between members, sponsors, stakeholders and internal teams.

Marketing, communications and brand development:

· Work with the Marketing Team to support marketing and engagement activity for the networks
· Contribute to content development, including articles, case studies, blogs, social media content and member communications
· Support the ongoing development and promotion of the network brand, identifying improvements to website content, digital channels and member communications
· Monitor engagement data and feedback, highlighting trends and recommending improvements to increase participation and event attendance
· Liaise with third-party agencies, designers and copywriters as appropriate and within agreed budget parameters.

Event and programme management:

· Coordinate and deliver an annual programme of member-led networking events, workshops, conferences and related activities
· Manage event delivery from planning through to evaluation, including administration, bookings, delegate communications and follow-up
· Source and liaise with venues, speakers, facilitators, suppliers and catering providers, ensuring requirements are communicated clearly and to agreed timescales
· Ensure events are delivered to agreed quality standards, within budget (meeting planned ticket sales) and in line with Chamber procedures
· Monitor attendance, feedback, outcomes and delegate engagement to support continuous improvement and identify membership referrals.

Project and financial management:

· Monitor network budgets, expenditure and project activity, escalating risks, variances or recovery actions to the line manager as appropriate
· Assist in the preparation of financial forecasts, management information, monitoring reports and performance updates in line with planned events
· Maintain accurate records, documentation, monitoring systems and CRM updates, including relevant member interactions
· Procure resources in line with Chamber protocols, budget parameters and organisational policies
· Support delivery of projects in accordance with organisational procedures, funding requirements and agreed deadlines.

Governance and administration:

· Organise board, steering group and stakeholder meetings as required, including agendas, papers, minutes, actions and related communications
· Act as the principal operational contact for the network, ensuring effective governance arrangements, communication and follow-up
· Ensure activity is delivered in line with Chamber policies, procedures, quality standards and programme requirements
· Make travel, meeting and event arrangements where required and work to agreed deadlines.

Leadership and team working:

· Work collaboratively across Chamber departments to maximise member value and support colleagues in understanding and promoting network services
· Provide regular updates, insight and intelligence to internal teams, including through Chamberwide meetings where appropriate
· Coordinate the activity of ambassadors, mentors, champions, volunteers and, where appropriate, support placement students, interns or allocated project resources
· Use initiative to identify issues, risks and opportunities, taking appropriate action within role boundaries and escalating matters requiring line manager input
· Represent the Chamber professionally at meetings, events and stakeholder activities
· Undertake any other reasonable duties as required by the Chamber, including working flexibly to support events and member activity outside standard office hours when required.

4. 	PERSON SPECIFICATION  

	Knowledge
· Knowledge of business membership organisations, Chambers of Commerce or professional peer to peer networks.
· Knowledge of the East Midlands business community and economy.
· Knowledge of business support services and stakeholder landscape.
· Understanding of membership growth and engagement strategies.
· Knowledge of manufacturing, skills development or professional development networks.
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desirable

	Experience
· Developing and growing membership-based services or networks.
· Business development, sales or account management.
· Managing stakeholder relationships and senior-level engagement.
· Event planning, administration and delivery.
· Project management and coordination.
· Marketing, promotion and digital engagement activity.
· Managing budgets, monitoring performance and producing reports.
· Working with diverse businesses and stakeholders.
· Using CRM systems to record interactions and manage relationships.
· Managing publicly funded projects or programmes.
· Managing mentors, ambassadors, advisory boards, champions or volunteers.
· Website content development, optimisation, SEO or digital campaign reporting.
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	Qualifications
· Relevant professional qualification or equivalent experience.
· Project management, management and/or marketing qualification.
· SFEDI Level 3-5 or equivalent business support qualification.
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desirable

desirable

	Skills and abilities
· Excellent communication skills, both written and verbal.
· Strong relationship-building, influencing and networking skills.
· Excellent organisational and administration skills.
· Ability to influence and engage senior stakeholders.
· Strong presentation and facilitation skills.
· A good level of experience using CRM systems.
· Strong digital, social media and online engagement skills.
· Ability to analyse performance data and develop improvement plans.
· High level of skill in Microsoft Office and cloud-based applications.
· Ability to work independently and manage competing priorities.
· Proven ability to meet tight deadlines and work effectively under pressure
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	Personal attributes
· Takes responsibility and ownership.
· Results-driven, proactive and resilient.
· Creative and willing to challenge tradition.
· Highly motivated and able to work independently.
· Reliable and dependable.
· Able to exercise tact and diplomacy.
· Collaborative team player who supports others.
· Customer-focused and committed to delivering high-quality service.
· Full driving licence (able to drive in the UK for business purposes).
· Access to own transport and willing to travel across Derbyshire, Nottinghamshire and Leicestershire.
· Prepared to work flexibly in terms of working hours, including occasional evenings.
· Commitment to the East Midlands Chamber core values and vision.
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5. 	ADDITIONAL INFORMATION

This role is eligible to participate in the Chamber's agile working policy.


Employee name: _________________________ 


Employee signature: ______________________


Date signed: ________________

Form 607 Mar’23 – Job description/person specification	2

image1.jpeg
east midlands
chamber
Derbyshire | Leicestershire | Nottinghamshire




