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Events Manager (interim 8 months)
IfM Education and Consultancy Services (IfM ECS)
IfM ECS works with companies, policymakers and other universities to put new ideas from the Institute for Manufacturing into practice.   We do this through consultancy, executive and professional education, events and open courses. 

We are currently looking for an experienced Events Manager to join the team and help to deliver the programme of events for IfM, IfM ECS and other Department of Engineering Divisions. You will be expected to take the lead on a number of new and existing short courses, conferences and other events with support from the Events and Marketing Administrator. You will have excellent communication skills with an ability to build relationships with key stakeholders and deal with people at all levels. You will be responsible for working with the Marketing team to identify audiences and promote the events. Ideally you will have good working knowledge of design programmes, CRM and CMS systems.
Role Summary
KEY RESPONSIBILITIES:

· Event planning and management

· Budget management 
· Event marketing
· Stakeholder management including speaker and supplier liaison
· Responsibility for the delegate experience 

Reporting and Support

This role:
· Reports to the Manager of Event Programmes
· Works with the Events team and in collaboration with the Marketing and Communications Team.
The Events Team
The Events Manager will be employed by IfM Education and Consultancy Services in the Events Team, based in the Institute for Manufacturing, Alan Reece Building, Charles Babbage Road, Cambridge.

Knowledge, skills and attributes

The Events Manager will require the following knowledge, skills and attributes:
	Criteria
	Standard
	Essential/desirable

	Qualifications
	A-level standard or equivalent
	E

	
	Relevant degree or equivalent experience in business/office administration
	D

	
	
	

	Demonstrable experience
	Event Management experience
	E

	
	Customer facing environment 
	E

	
	Attention to detail
	E

	
	Event Marketing experience
	E

	
	Working with people at many levels
	E

	
	Experience of working in an academic environment
	D

	
	
	

	Knowledge
	Working understanding of a CRM database (Sugar)
	D

	
	Working understanding of a CMS for web
	D

	
	Working understanding of Windows & Microsoft packages
	E

	
	Working understanding of Adobe InDesign
	D

	
	
	

	Skills
	Confident communicator among people of all levels
	E

	
	Multi-tasking
	E

	
	Working closely with others in a team
	E

	
	The ability to prioritise and manage own workload
	E

	
	Ability to work unsupervised
	E

	
	Ability to write promotional text for event flyers,  announcements and some web text
	E

	
	
	

	Personal attributes
	Confident
	E

	
	Good negotiation skills
	E

	
	Encouraging and positive
	E

	
	Patient and calm under pressure
	E

	
	Organised
	E


	
	Aims
	Activities and outputs
	Time

	1. 1.1
	Provision of well organised events that disseminate research and showcase the IfM to external stakeholders
	· Work with event owner to plan timescale and feasibility of their proposed event (existing and new)

· Set, communicate and maintain project timelines and priorities

· Act as main point of contact for your portfolio of events

· Monitor and support registrations and other activities carried out by the Events and Marketing Administrator, and identify systems to improve the delegate experience

· Manage the budget for your events

· With input from the marketing team, identify suitable audiences and agree promotional channels and timescales

· Liaise with external suppliers such as venues and caterers

· Liaise with speakers and internal stakeholders to ensure all parties are kept aware of the progress of the event, and that materials are collated in good time

· Writing text for and developing new and existing promotional materials (e.g. flyers)
· Delivering events on time, within budget that meet (and hopefully exceed) expectations
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