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Reports to: Conference and Events Manager

Job purpose
 

Job description
Job title: Conference and Events Administrator

Hours:

Salary:

Location:

Contract:

37 hours per week

£27,000 per annum

Northampton

Permanent

The Conference and Events Administrator
plays a key role in supporting the planning
and delivery of a diverse programme of in-
person, hybrid and online events across the
Association. Providing high-quality
administrative and operational support, the
postholder will help ensure events are
delivered efficiently, professionally and
inclusively, creating positive experiences
for colleagues, volunteers, speakers,
suppliers and attendees. 

The role is responsible for maintaining
accurate event information and records,
supporting event logistics and delivery, and
contributing to a collaborative, responsive
and customer-focused service. The role
also includes supporting the physical set-
up and delivery of events, including the
movement of event materials and
equipment in line with safe working
practices.
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Main responsibilities
 — Provide high-quality administrative and

    operational support to the Conference and
    Events Team, supporting the planning,
    delivery and evaluation of in-person, hybrid
    and online events. 

— Manage event administration, including
    registrations, attendee communications,
    enquiries, records, databases, reports and
    event documentation, ensuring information
    is accurate, timely and up to date. 

— Take ownership of designated meetings and
    events, coordinating administrative
    arrangements and providing support
    throughout the event lifecycle from planning
    through to post-event evaluation
    and reporting.
 
— Act as a professional and responsive point
   of contact for colleagues, speakers,
   suppliers, volunteers and attendees,
   delivering excellent customer service and
   ensuring communications are clear,
   accessible and appropriate. 

— Support financial administration associated
    with events, including purchase orders,
    invoice processing, reconciliations and
    maintaining accurate records. 

— Maintain event equipment, stock and
    inventory records, supporting the
    transportation, movement and set-up of
    event materials and equipment
    where required. 

— Maintain accurate information across event
    management, CRM and other organisational
    systems, using Microsoft Office applications
    to produce reports, analyse data and
    support effective event administration.

— Coordinate travel and accommodation
    arrangements and provide administrative
    support for event-related projects, meetings
    and team activities as required. 

— Support onsite event delivery, including
    attendee registration, venue coordination
    and stakeholder support, ensuring a positive
    and inclusive event experience. 

— Contribute to the continuous improvement
    of event administration processes, systems
    and stakeholder experiences, reflecting the
    Association's values and commitment to
    excellent service.
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Essential criteria
 — Excellent organisational and administrative

    skills, with strong attention to detail 
    and accuracy. 

— Ability to manage multiple priorities, meet
    deadlines and work effectively in a 
    busy environment. 

— Strong written and verbal communication
    skills, with the ability to build positive
    relationships with a wide range of
    stakeholders. 

— Excellent customer service skills and a
    professional, approachable manner. 

— Ability to work independently, use initiative
    and take ownership of allocated tasks and
    responsibilities. 

— Strong problem-solving skills, with the ability
    to identify issues and know when to seek
    guidance or escalate concerns. 

— Commitment to delivering accessible,
    inclusive and welcoming experiences for all
    event participants. 

— Strong IT skills, including Microsoft Office
    and experience using databases, CRM
    systems or event management platforms. 

— Flexibility to travel and work occasional
    evenings, weekends and overnight stays in
    support of events. 

— Ability to support the physical set-up and
    delivery of events, including the movement
    of event materials and equipment.

— Full UK driving licence and willingness to
    drive a hire or Association vehicle 
    when required.

Desirable 
— Experience of event administration,
    coordination or logistics.

— Experience of working in a charity,
    membership or not-for-profit environment.

— Experience of using financial systems and
    supporting budget or invoice administration.

— Experience of analysing and reporting on
    event data, feedback and evaluation
    outcomes.
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