Team Leader MW Conferences

Role

This role would be reporting to the Operations Director. Managing a young team of 3 and maintaining a level of excellence at our events and continually improving our events. Would suit someone who has approx two years experience of running events and is looking to make the next stage up in their career. You will need to be creative, think on your feet, reliable and resourceful and be able to run your own events as well as assisting and directing others.

Management

Responsible for the organisation of events both running up to the day of the event and also on site

Building new systems and correctly branded material and ensuring that everything is proofed correctly and sent out prior to deadlines

Training of new team members and integrating them with the team

Allocation of events and venue finding to ensure we have the right venues for the upcoming events

Creation and management of event budgets and reporting them to the Operations Director

Sourcing competitively priced suppliers

Running Own Events

Proofing of the conference brochure

Handover meeting with producer

Mailing of brochure to speakers, suppliers and venues

Putting Speakers onto TSM and Revenue Book

Mailing speakers info packs and continually liasing with speakers

Checking the venue contract

Setting up a budget and getting quotes for the requirements of the event

Maintaining and updating the budget in Accounts and on New Fees and informing the Head of Ops of any changes

Checking and maintaining the stock of badges and badge holders

Dealing with the venue, organising set up, catering and general requirements

Speaking with the AV Company with regard to staging and set up and speaker requirements

Checking with Customer Services Co-ordinator that the payment reminders have gone out to delegates

Liasing with the Sponsorship Executive concerning any contracts for your events 

Proofing of delegates documentation pack and programme

Proofing of the speakers presentations with the producer

Dealing with the printers in getting ready and printing the delegate documentation folder

Proofing of all attendees details in advance of the event with the Customer Services Co-ordinator for the delegate list

Ask the producer for their choice of speaker’s gifts and order the speakers gifts to be sent to the event, updating the database as to who has been/will be given what..

Packing the Conference kit to send to the event

On site – managing the conference, liasing with the hotel, AV Company, Speakers and producer to ensure that the conference runs smoothly

After the event – completing the questionnaire analysis and posting on the N drive for the department

Sending out thank you letters to all speakers, getting the producer to sign
