RCNi
ROLE DESCRIPTION

Job Title:

Event & Sales Assistant
Department:

Events
Responsible to:

Event Manager
Hours:


25
Grade:



Location:
RCN HQ  - London (currently this role is home based due to current COVID-19 restrictions in place) 
_______________________________________________________________

Overall Aims: 

1. To assist in delivering the event portfolio, in conjunction with the Event Managers on time and within budget

2. Delegate and speaker management across multiple events 
3. To support the events team and sales team with administrations across both departments

4. To ensure smooth communication across all department in the delivery of events including editorial, sales, development, marketing, product development and customer services

Specific Aims

1. To assist in logistically delivering events on time and within budget

· To work closely with the Event Managers to deliver events on time and within budget.  This will include logistically planning live and digital events, liaising with contractors, venues, exhibitors, delegates, sponsors, judges and speakers.  The role also includes updating websites and ensuring all event collateral is up to date.
· Work across different event projects using the project plans to prioritise

· Work with the events team to produce and maintain a critical path timeline across all events
· Source new suppliers and contractors whilst maintaining relationship with current ones
· Ensure a strong focus on administration, communication and management of budgets
· Ensure key deadlines are met and work well under pressure
· Work with the Event Managers to deliver post-event reports for improvements including contractors, venues, delegate, visitors and sponsors
2. Delegate and speaker management across multiple events 

· Work with the Event Managers to manage all delegate and speakers needs
· Manage speaker presentations, travel expenses and accommodation requirements as well as answer delegate enquiries for each event
· Manage the relationships to ensure best practice and best service are in place at all times

3. To support the events team and sales team with administrations across both departments

· Work across both teams to support administration needs which will include updating websites, exhibitor lists, finalist details, CRM management, getting POs for orders and general administrative duties
4. To ensure smooth communication across all department in the delivery of events including editorial, sales, development, marketing, product development and customer services
· Coordinate and attend project meetings for all events with the above departments and other stakeholders for each event
· Record and report on meetings with appropriate action points
5. Other duties
· To undertake any other duties commensurate with the grade of the post as directed by the Event Manager
· This role involves extensive travel and overnight stays within the UK and internationally

· RCNi strives to provide equality of opportunity and the postholder should be sensitive to this organisational objective at all time when carrying out their duties.
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