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Step 2 Consider what core responsibilities and selection criteria need amending, bearing in mind they should still reflect the grade descriptors (to be verified by local HR)
Step 3 Once the review is completed, please copy the final list of responsibilities and selection criteria to the University job description template
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	Role
	Events Coordinator

	Standardised Job description code
	GENEV-01
	Grade
	5

	Role Purpose

	This role supports the planning, coordination, and delivery of a variety of events, ensuring all logistical and operational aspects are executed to a high standard. Working closely with colleagues across departments and external suppliers, the postholder applies practical knowledge, strong organisational skills, and attention to detail to ensure events are delivered on time, on budget, and in line with the University standards. They proactively manage communications, troubleshoot operational issues, and contribute to the continuous improvement of event processes. 

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited


	· Support organisation of a variety of events through coordination of logistics, ensuring timely execution and adherence to the University standards, policies, and relevant legal requirements.

	· Take responsibility for planning own tasks and efficiently organise short-term projects or coordinate activities related to event planning, delivery and post-event evaluations.

	· Identify and propose improvements to event-related operational procedures, drawing on feedback and experience to enhance efficiency and attendee experience.

	· Engage in daily communication and networking to cultivate professional relationships and facilitate the exchange of information with colleagues across operational departments.

	· Communicate effectively, considering the audience and ensuring clarity and precision in conveying information and insights to enable the smooth delivery of events.

	· Provide advice and guidance to colleagues and stakeholders on event planning logistics, procedures, and best practices, drawing on operational knowledge and institutional processes.

	· Maintain accurate documentation and records relating to event planning, delivery and evaluation in line with data protection and institutional requirements.

	· Apply a practical understanding of events planning, coordination and procedures to identify and resolve technical or procedural challenges encountered in events operations.


	CORE RESPONSIBILITIES [high level work which applies to multiple employees] 

	Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	EVENT PLANNING & COORDINATION

	· Coordinate a range of events to a given brief to a high standard, assist with planning events working to agreed timelines and budgets.

	· Monitor event expenses against the allocated budget and flag potential variances. Work with colleagues or suppliers to help identify cost-effective options within established guidelines. 

	· Offer practical advice to colleagues on logistics, timelines, and established procedures to support smooth event delivery.

	· Maintain accurate event records, checklists, timelines, and contact lists to support delivery and audit readiness.

	· Coordinate internal approval processes for events (e.g., risk assessments, room bookings, catering), ensuring documentation is submitted in a timely and accurate manner.

	· Follow all relevant University health and safety protocols and put into place plans to mitigate associated risks. Ensure events are delivered in line with the University’s sustainability and accessibility commitments, incorporating inclusive practices into planning and delivery where appropriate.

	· Create and distribute all event-related communications to delegates and internal stakeholders, liaising with the Communications team.

	· Manage the set-up of agendas, event spaces, systems and registration of attendees, responding to event queries in line with processes and procedures.

	· Support post-event evaluation activities by collecting feedback and contributing to summary reports for internal use. Utilise feedback, evaluations, and lessons learned to identify and propose improvements to event planning processes.

	LOGISTICS & OPERATIONS

	· Manage event logistics end-to-end, coordinating resources, schedules and physical set-up as per the event plan.

	· Monitor on-the-day logistics, ensuring smooth delegate experience, troubleshooting in real time, and adapting to last-minute changes calmly and effectively. Escalate issues appropriately when outside own remit, maintaining professionalism and service continuity.

	· Liaise with colleagues in front of house, security, catering, building relationships with these departments and accurately briefing them on events details and communicating changes to event plans. Support the use of digital tools for hybrid or online events, liaising with IT support.

	· Act as a point of contact for event enquiries and during events, coordinating volunteers/temporary staff and troubleshooting operational issues when they arise.

	· Maintain positive and collaborative relationships with key suppliers and across university departments and operational teams to facilitate smooth event operations.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Proven experience in planning and coordinating events, with excellent attention to detail and a commitment to high-quality delivery.
· Good communication skills, both written and verbal, with the ability to adapt style and tone to suit a range of audiences.
· Excellent time management and organisational skills, with the ability to prioritise tasks, manage multiple deadlines, and remain focused in a fast-paced environment.
· Confident and diplomatic interpersonal skills, with the ability to negotiate effectively and engage colleagues with professionalism, tact, and enthusiasm.
· Demonstrated problem-solving ability, with a proactive approach to identifying and resolving operational issues.
· Proficient in the use of Microsoft Office and confident handling data and documents in a digital environment.
· Familiarity with event registration platforms and digital tools (e.g. Eventbrite, MS Forms, survey tools) is desirable.
· Ability to work accurately and consistently within established procedures, while also using initiative to improve processes and resolve practical challenges.
· A collaborative team player who can also work independently, building effective working relationships across departments and with external partners.
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