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Role profile

	

	Role title
	Events Administrator

	Department and directorate
	Events

	Job family level
	9

	Reports to (job title and name)
	Kat Winfield – Venue Manager 

	Direct reports (job title and name)
	None 



	Summary – purpose of the role

	Describe as concisely as possible the overall purpose of the job and including the core duties/responsibilities required to be performed in the role (eg, to provide a full range of administrative support services to the department including x,y,z)

	
To support the events team in general administration and to look after the needs of internal clients

Internal Events Organisation
· To provide guidance to internal bookers on use of the VMS, including how to check availability, create bookings and add requirements. 
· To allocate all internal booking requests including video conferencing – bearing in mind the need to balance availability for internal and external needs
· To liaise with internal clients to plan events as required, guiding on room set ups, audio visual equipment required, video and tele conferencing needs and catering.  On occasion to advise on additional event services such as flowers and entertainment
· On occasion to assist with planning for events from associate companies or tenants within the BMA and assisting with catering orders working with our contract caterer. 
· Liaison with service departments to ensure correct preparation and smooth running of these events on a daily basis
· Use the Venue Management System (VMS) to accurately record data and requirements 

Events Administration
· Run and update numerous reports on a daily, weekly or monthly basis including sales and marketing statistics, financial room recharges, website statistics, room hire yield, operational reports,  finance reports and ad hoc reports on request
· Administrative tasks to assist the department as required, e.g.: preparing mail outs
· To assist in maintaining an accurate and up to date database on the VMS (Venue Management System)
· Day to day administration of the VMS
· To upload data into our feedback system to send surveys to all external clients 
· Gaining feedback from large internal events 
· To analyse customer feedback reports and prepare supporting notes to take to the operational meetings
· Representation of the department at various meetings, including minute taking and distribution
· To take messages for the team in their absence and assisting team with administrational work on the VMS 
· To coordinate office supplies for example stationery, toiletries and marketing collateral
· To conduct weekly walkrounds of the venue to ensure good presentation at all times of all meeting and event spaces, and communal areas 
· To assist with other requests as directed 
· Assisting with the marketing, content and other tasks as allocated by manager or marketing manager. 



	Skill (level and breadth of application)

	What relevant experience is necessary to undertake this role? What specialist, technical or professional qualifications are required to be able to perform the job?
How far does the role extend out across the organisation, eg confined to own team, involves co-ordination with another department or requires regular negotiation with many other parts of the organisation. Why is this necessary? Describe the range of issues that are involved in this, eg resolving people’s IT problems, collecting information on key research items or advising members on a particular issue.

	
This role is intended as a stepping stone into the world of events, it should provide a varied insight into venue based events and is an ideal opportunity for someone with a vision to progress over time to an events planner

· Hospitality or events qualification preferable 
· Good interpersonal skills (both face to face and over the phone) required to deal with clients tactfully, ensure clear communication of product offer and clear communications to service departments
· High level to attention to detail
· Excellent written grammar and presentation 
· Good communicator with a passion for building relationships 
· Working knowledge of word, excel, internet and email required
· Knowledge of a computerised venue management system would be an advantage
· Ability to multi-task and reprioritise as necessary 
· Work under pressure
· Problem solve and think on your feet e.g. last minute client requests
· Team work in order to achieve customer satisfaction levels




	Intellectual demands (complexity and challenge)

	What sorts of problems, situations or issues are typically dealt with? Give any illustrative examples. How are the problems, situations or issues dealt with (eg undertaking original research and analysis or seeking specialist advice)?
To what extent are standard procedures and processes followed when undertaking typical tasks, and how is personal initiative used when solving problems? To what extent is creativity used in solving the problems (eg adopting different approaches, trying things that have not been done before within the organisation or improving/changing previous approaches).

	
· A good level of initiative is required to appropriately execute the agreement at all times
· The role holder is required to think on their feet and suggest solutions to resolve client concerns and changes on the day, e.g.: catering changes, change in numbers etc
· Required to influence the event based on clients’ expectations and venue availability
· The role holder must prioritise the needs of the business by balancing the availability of rooms for internal events against generating revenue for the BMA from external venue hire




	Judgement (independence and level and impact limitations)

	What are the typical decisions that are made in the job without reference to any higher authority? What informs/constrains the decisions (eg expenditure limits, have to follow clearly laid down procedures or working within broad objectives). What influence upon policy, procedures or resources is there (eg giving advice to others)? 
Who (or what) is next to be affected by the decisions that are made – for example, supervisor sees them before they leave the team or the whole department sees and has to respond to the change that is made. Give typical example(s) of the consequences of the decisions (eg what impact does the decision-making have on the performance of the team/section/department/organisation)?

	
· The role operates within the guidelines set by Management 
· Problem solving skills and the ability to think on your feet, e.g. called to say the air con isn’t working, need to have an appropriate response and solution in mind
· Communication and negotiation with internal departments to ensure client has the best experience, e.g. placed in an appropriate room, stop disruptive maintenance work 




	Use of resources (supervision of resources and influence)

	What responsibility is there for managing people, equipment, budgets, resources, customer’s welfare or confidential information?  If this is a staff management role describe what is involved, eg staff reporting, staff development, appraisal, leading a department or the allocation of work.
How does the role fit within the organisation, eg support role, team member, team leader, specialist policy adviser, or leading major areas of core business?

	
· Liaison with internal service providers, e.g. catering to ensure that all client’s needs are met
· Overseeing the use of any external equipment brought on-site, e.g. lighting, to ensure safety, e.g. PAT Testing and compliance with BMA’ guidelines
· Use of the NFS Venue Management System to accurately record client data and requirements 
· Use of the Visitornet registration system at Reception to produce client name badges; to manage security systems out of core hours at the security lodge including automatic door locks, lighting and access to building management system for ventilation.
· In terms of customer welfare and in order to secure client satisfaction, ensure a full briefing has taken place with the client prior to the event on fire routes, emergency communications, smoking policy, etc




	Communication (level, internal and external demands and significance)

	What people are typically contacted (regardless of the medium) inside the Association, eg immediate colleagues, senior managers or administrators? Committee members are the only members classed as internal communication. Normal non-committee membership and doctors are external (see below)
Who is in regularly contact with the role holder outside of the Association, eg members who are not committee members, suppliers, members of the public? Approximately what percentage of the time is spent on external communications?
What is the purpose of these contacts, eg conveying information, gathering data?

	Internal
· Good communication skills required to deal with all internal departments on a daily basis
· Close communications with events team colleagues e.g. brainstorming, team problem solving 
· Will need to work closely with service departments to ensure successful delivery of an event (e.g.: Catering, AV, Porters, Estates, Security, Reception), planned weekly meetings and daily as required to react to last minute changes 

95% of the time spent is with internal clients or working on internal administrative duties
5% will be dealing with external clients, tenants and taking messages. 




	
Physical demands & coordination (physical effort and mental strain) 

	Are there any unusual physical or mental demands of the role; for example, lifting heavy objects, standing for long periods, using VDUs extensively or high levels of concentration?

	
This is a combination of a desk based role with some time spent on the ‘floor’ running events 
Occasional heavy lifting is required for last minute requests for events
Responsible for fire marshal duties, facilitating first aid needs and liquor license adherence




	Working conditions and emotional demands)

	What are the environmental conditions in which the work is conducted, the social and emotional demands faced by the role and the pressures resulting from these?

	
The job is conducted in a normal office environment and is not exposed to hazardous conditions. 
Working from home is an option on occasions but majority in the office environment. 
Anti-social behaviour may be encountered at evening events with alcohol. 
Abusive language may be encountered by upset clients occasionally. 
The core hours for this role are Monday 8am- 4pm and Tuesday – Friday 9am – 5pm however the role will involve regular occasions of early starts e.g.: 7am, late finishes e.g.: midnight or later and weekend work – daytime or evening – we can be flexible with timings. 










	Values and behaviours


	

	The post-holder is expected to execute their role in line with our five organisational values. These are currently being translated into behavioural indicators that will form part of our new performance management process. 
The following examples illustrate how we are using our values to inform how we act: 
We are leaders because: 
– We strive to always improve 
– We take responsibility for our actions 
– We collaborate with each other and work as one BMA for the good of our members 
– We are proactive and prepared to guide our members and each other 

We are experts because: 
– We understand our members 
– We draw on our collective experience and knowledge to solve problems 
– We use our insights and research to make decisions 
– We provide accurate, credible, relevant and engaging information 
– We recognise our strengths and act upon them 

We are committed because: 
– We listen to our members and put them at the heart of everything we do 
– We are respectful, inclusive, open and honest with our members and each other 
– We approach everything we do with confidence and sensitivity 

We are reliable because: 
– We deliver on what we say we will do 
– We are accessible and approachable 
– We build trust by being consistent and supportive 
– We are positive and decisive whatever the situation 

We are challenging because: 
– We fight, ethically and fearlessly, for the interests of all our members 
– We work as a brave, assertive and effective champion for high quality health services and the advancement of the profession 
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