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	Personnel Specification

	

	Job Title:
	Events & Marketing Manager

	

	Department:
	

	

	Candidate:
	

	

	Date of Interview:
	

	

	Criteria for Selection
	Score

	Essential Criteria
	1
	2
	3
	4
	5
	6

	1. Experience of marketing, business development, communications 

2. Excellent IT skills.
3. Online communication knowledge and expertise or a willingness to develop this.

4. Experience of managing or supervising the work of others.

5. Excellent writing skills and be able to write information in a style/s that appeals to a wide range of different audiences.

6. Organisational skills, including attention to detail, and the ability to plan work methodically.

7. An appreciation of good design and a creative flair would be useful.

8. Excellent interpersonal and communication skills.

9. Ability to work within a team.

10. Self-motivated and able to motivate others.

11. Ability to organise, plan and prioritise work.


12. Highly dependable and able to meet deadlines.

13. Demonstrate an interest in the duties as described

	
	
	
	
	
	

	Essential Totals (X2)
	
	
	
	
	
	

	Desirable Criteria
	
	
	
	
	
	

	1. Preferably have experience or knowledge of membership organisations and/or Chambers of Commerce.

2. Current clean driving licence

3. Possess a relevant professional qualification e.g. marketing, communications 
4. Experience of marketing services in a business to business context


	
	
	
	
	
	

	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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