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DERBY college




	Event Organiser – Roundhouse Events
Reporting to Conference & Events Manager   


	Hours                                20 hours per week, 52 weeks per year, including evenings and weekends
Contract Type                  Support

Holidays                           112 hours including Bank Holidays, subject to service increases

Salary                               Fixed Point - £20,376 per annum (Actual Salary £11,014.00 per annum) 

	Job Purpose

To support the Conference & Events team, organising all aspects of commercial events and maximising

revenue and delivering specific event protocols to ensure Derby College’s portfolio of venues is the preferred 
choice for UK and International events.
   

	Key Responsibilities
· To co-ordinate, plan and execute the commercial events within Roundhouse Events including event set up, live event and re-set
· To maximise the quality and quantity of events with creative instincts and sound business judgment 

· To ensure customer service within Roundhouse Events is first class from the initial enquiry through to post-event debrief, ensuring that quality standards are set, monitored and reviewed

· To co-ordinate pre-event meetings with clients and contractors 
· To work alongside preferred suppliers, leading and participating in cross-team communications to ensure seamless event delivery

· To support the development and delivery of Roundhouse-specific event protocols on health and safety and service standards including contractor protocols

· To maintain and update event-specific budgets, finding best value and maximising income streams

· To communicate with internal and external partners and stakeholders on event-specific details to minimise impact

· To work closely with Sales & Marketing Executive to ensure seamless event execution

· To ensure all events follow operational plans
· To undertake Risk Assessment protocols in all aspects of each event considering all eventualities 
· To undertake appropriate due diligence with third-party contractors/suppliers/exhibitors
· To ensure on-the-day event delivery goes to plan for all concerned, supporting contractors and event organisers and challenging anything outside of the expected

· To ensure College-Event and Event-College handovers are undertaken and signed-off 

· To lead and participate within cross-College teams to communicate Roundhouse Event’s vision, objectives and successes

· To report live budgets on a weekly basis to the Conference & Events Manager  

· To be responsible for running daily operations including Contracts & Invoicing

· To ensure CRM is maintained daily

· To take responsibility for ones own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.



	Competencies

· Recent, relevant experience in project management and/or event operations

· Strong attention to detail with ability to handle multiple tasks and provide completion on each 

· Hand on approach with the ability to work flexible hours to suit the business needs

· Excellent communication skills, both verbally and written

· Meet deadlines and execute under pressure


	Knowledge
· Event protocol knowledge

· Health and Safety

· Food Hygiene

· Level 2 Award for Personal Licence Holder


	Qualifications
· Degree or equivalent in Events Management or related  

· Level 2 Risk Assessment 

· Level 2 Maths
· Level 2 English



