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	Job Title:
	Events and Marketing Manager

	
	
	

	
	
	

	Reporting to:
	Chief Executive

	
	
	

	Responsible for: 
	Events Executive, Training Executive, PR Executive, Editorial Assistant, Policy Manager

	Main Purpose of Job:
	

	[bookmark: _Hlk43902180]To extend the reputation of the Chamber by raising the profile of its events and networking activities. 

To develop, organise and deliver an annual programme of events which supports the full range of Chamber activities including but not limited to; Membership recruitment and retention, partnerships, networks, business support and international trade to help maximise commercial opportunities.

Provide professional marketing input to support the achievement of Business Plan objectives.

To develop an organisational wide marketing and digital strategy to support all Chamber promotional activities.

To guide, with the CEO and Policy Manager the activity of the Policy work within the Chamber

To ensure the smooth running and promotion of the Chamber external training programme. 


	Main Duties:


1. To develop, co-ordinate and execute an annual programme of Chamber events that will contribute to the achievement of Business Plan objectives and targets.

2. To ensure that on a rolling basis there is, at a minimum, a three months events programme in place for Chamber staff to promote.  To include confirmed venues, dates, times, speakers and associated promotional material

3. To promote a programme of events that is balanced and reflects and showcases the full range of Chamber activities.

4. To work pro-actively with individuals, teams and departments, initiating ideas on the theme of the event, relevant speakers and venues and executing the agreed plan within suitable timescales.


	

5. Develop and maintain good working relationships with events venues, and associated key points of contact, across Northamptonshire and Milton Keynes. 

6. Plan and implement the digital strategy for social media, web and online activities to support the events and network activities.

7. To attend events and assume ‘end to end’ responsibility; for ensuring they run successfully.

8. To evaluate each event, assessing outcomes against objectives.

9. Monitor the performance of marketing and events campaigns and adjust future communication plans accordingly.

10. To develop, in conjunction with individuals, teams and departments, an annual sponsorship plan, to include events, website and e-zines, with quantifiable income targets. 

11. To lead on the execution of the sponsorship plan, profiling activities and creating opportunities in order to meet the quantifiable income targets.

12. Create integrated marketing strategies, incorporating on and offline methods.

13. Work closely with Chamber departments and the Business  Engagement Executive to stimulate interest in the activities of the Chamber, and attendance at events.

14. All associated events administration.

15. To liaise and guide the activity of the Policy Manager with the CEO to ensure all policy events and campaigns are integrated into the Chamber events calendar 

16. To line manage and guide the activity of the Training Executive to ensure all training activities run smoothly. 




Other ad hoc duties as required to fulfil overall Chamber operational objectives.
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