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JOB DESCRIPTION

Job Title: 

Events Coordinator 
Accountable to:
Head of Events
Salary:


£25,000 to £27,000
Location:

Broadway House, Stanmore Mon to Wed, remote working Thurs and Fri
Hours:


Full time, 35 hours per week
Contract:

Permanent 
The Events Coordinator is a key member of the Norwood events team and will be responsible for assisting on all aspects of event delivery, providing full coordination and administrative support.  
The ideal candidate will have excellent attention to detail and the ability to multi-task, with good communication and organisational skills and an interest in working in events and fundraising.  
Main duties and responsibilities
1. Support the fundraising team in planning, organising, and executing events including corporate, community and Young Norwood. 
2. Managing admin processes, including the preparation of all event resources, coordinating sales for events, maintaining accurate and up to date records on the database (Raisers Edge), booking and working with external suppliers and managing project plans for each event. 
3. To chase outstanding payments for all sales income and ensuring all payments are thanked. 
4. To build relationships with event attendees and table hosts, ensuring they are kept engaged and up to date ahead of each event.
5. To be responsible for managing specific aspects of the events, including coordinating auctions and raffles.
6. To work with internal and external committees and stakeholders. Tasks will include diarising, attending, and preparing for committee meetings, coordinating service visits where necessary and working with event chairs and committees for all events.
7. Working together with the Senior Corporate Fundraiser to keep brochure sales up to date on Raisers Edge and assist in chasing advertisers for artwork for event brochures. 
8. To attend events and meetings and to be an integral part of the wider Fundraising team
General
1. To take all reasonable care of the health and safety of him/herself and of other persons who may be affected by his/her acts or omissions. As regards to any duty or requirement imposed upon the organisation by or under any of the relevant statutory provisions, to co-operate with the organisation as far as it necessary to enable that duty or requirement to be performed or complied with.  

2. To work at any other Norwood location, as and when required. 

3. To report to the Health and Safety Manager either serious risks or your concerns over safety issues.

4. To maintain confidentiality at all times and to ensure respect for, proper observance of and adherence to Norwood's confidentiality policy for all staff.

5. To attend regular supervision sessions with line manager, regular team meetings and undertake relevant training as and when required.

6. To work collaboratively with volunteers to ensure that their contribution enhances quality of service provision and support across the organisation.

7. To undertake any other duties which are consistent with the post.

8. To maintain standard of dress that is appropriate to role and in accordance with the organisation’s dress policy.

This job description is not an exhaustive list of duties and responsibilities and is subject to change in accordance with the needs of the service. Please note there will be occasional evenings and Sunday work.
PERSON SPECIFICATION

Events Co-ordinator

	CRITERIA 
	ESSENTIAL
	DESIRABLE

	EXPERIENCE 


	· Experience of meeting deadlines

· Experience of working in a team 
· Proven experience in an administrative role
· Experience of using databases
	· Experience of organising events

· Experience of working in a fundraising environment
· Experience of working with lay committees



	QUALIFICATIONS 
	
	· Business or other relevant degree

	KNOWLEDGE AND SKILLS 


	· Good oral and written communication

· Ability to work under pressure and manage a varied and large workload

· Ability to communicate effectively at all levels, internally and externally

· Excellent interpersonal skills

· Proactive and have drive and passion to get things done to high standard with excellent attention to detail

· Ability to be customer focused with a “can do” attitude

· Excellent time management skills with ability to work in a pressurised environment

· Excellent PC skills including Microsoft Office, Outlook, Excel

· Effective team player, ability to work both as part of a team and independently, using own initiative
· Excellent attention to detail

	· Knowledge of the Jewish community
· Knowledge or Raisers Edge or another fundraising database 
· Knowledge and understanding of learning disabilities and Autism

	PERSONAL CIRCUMSTANCES AND ATTRIBUTES 


	· Approachable and aware of self and others

· Able to work using own initiative and contribute to the development of projects throughout the department

· The ability to plan time effectively and to organise oneself well

· A high level of commitment and enthusiasm

· A willingness to ask for advice and support as necessary and to be flexible and open to the ideas of others

· Able to undertake daily work efficiently and remain focused on longer term vision

· To be able to understand the roles of other professionals and principles of partnership

· Ability to independently prioritise workload to meet deadlines


	· Car owner/driver.  Ability to use own car for business purposes
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