	Job Description

	
	

	Job Title:
	Events Executive

	
	
	

	Department:
	Marketing

	
	
	

	Reporting to:
	Marketing Manager

	
	
	

	Responsible for:
	Events & Membership Administrator

	
	

	Main Purpose of Job:
	

	To be responsible for the development and delivery of the Chamber(s) events programme, ensuring both financial and performance targets are met.
Working with both internal and external customers to guarantee an excellent customer experience that delivers on all aspects of the Chambers values.



	Main Duties:
	

	1. Be responsible for the management and delivery of the Chambers calendar of events, liaising with all relevant staff both prior and during the event.

2. Liaise with other departments to understand their event requirements and the impact on the business.
3. Work with finance to ensure all events are costed in accordance with the budget and processes for credit control are maintained.

4. Liaise with marketing on promotional material for events

5. Ensure the event area of the website is maintained and up to date.
6. Negotiate with suppliers and sponsors, in order to manage the events tender process, maximising value for money.

7. Work alongside project teams on the delivery of larger events, such as AGM, Exhibitions, Awards 

8. Manage the work of the Administrator to ensure all admin activity for events and membership is accurate and up to date.


	

	This job description is not exhaustive due to the changing environment of Northamptonshire Chamber.  The job holder may be required to carry out other duties considered to be within the scope of the job.
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