	Northamptonshire Chamber

	Personnel Specification

	

	Job Title:
	Events Executive

	

	Department:
	Marketing

	

	Candidate:
	

	

	Date of Interview:
	

	

	Criteria for Selection
	Score

	Essential Criteria

	1
	2
	3
	4
	5
	6

	1. Relevant experience of organising and delivering events
2. Excellent Communications skills

3. Attention to detail
4. Good Admin and IT skills
5. Previous experience of managing teams

6. Previous experience of managing budgets

7. Flexible attitude to working hours

8. Access to own transport
	9. 
	
	
	
	
	

	Essential Totals (X2)
	
	
	
	
	
	

	Desirable Criteria
1. Previous knowledge of Chambers of Commerce

	
	
	
	
	
	

	
	
	
	
	
	
	

	Desirable Totals
	
	
	
	
	
	

	1 - Untested

2 - Unacceptable

3 - Aptitude to perform with training
	4 - Acceptable to perform job

5 - Slightly more than acceptable

6 - Much higher than acceptable
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