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Reports to: Head of VIP Liaison and Events  

Job purpose 

Job description
Job title: International Symposium Co-ordination Lead 

Hours:

Salary:

Location:

Contract:

37 per week

£55,000 per annum

Northampton. This role may involve international
travel from time to time. Please ensure you have
the appropriate documentation required for
travel outside the UK. 

Permanent

The role provides senior leadership and
strategic direction for the annual
International Symposium on ALS/MND, the
flagship global research event delivered by
the MND Association. The postholder will
lead and coordinate a cross functional,
matrix team to ensure the successful
planning and evolution of the Symposium,
working closely with the Association’s
Chief Scientist and external partners. 

Through coordinating a high quality,
impactful international event, this role
strengthens the Association’s position as a
global leader in the field, accelerates the
sharing of research, fosters collaboration,
and supports our mission to improve
outcomes for people living with MND. 

Through sustained leadership, problem
solving, and resilience in a fast paced and
complex environment, the postholder
ensures we are determined, continually
moving the programme forward and
enabling the Symposium to deliver
meaningful, world leading outcomes for the
global ALS/MND community. 
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Main responsibilities
 — Lead the end-to-end delivery of the

    International Symposium – act as point of
    accountability with the Sponsor for full
    delivery, providing leadership across
    planning, timelines, logistics, risk, delivery
    and stakeholder coordination  
— Own and manage the master project plan
    and integrated schedule – develop and
    maintain a unified symposium project plan
    covering all work-streams, including
    operations scientific content workflows,
    abstracts, comms, sponsorship and onsite
    delivery, ensuring clarity of ownership.  
— Lead strategic decision-making and
    governance, ensuring clear frameworks,
    escalation routes, and alignment with
    scientific decision-making led by the 
    Chief Scientist. This role holds final approval
    for strategic venue decisions in consultation
    with the Sponsor.  
— Provide strategic oversight of venue
    procurement, supplier contracting, 
    and programme logistics, working in 
    close partnership with the Future
    Symposium Planning Manager, who leads
    operational scoping, assessment, and
    negotiation activities.  
— Oversee supplier performance - ensuring
    contractual compliance, delivery against
    expectations, and value for money. 
 
 

— Co-ordinate cross-functional teams across
    the Association – bring together internal
    Leadership and teams across the
    Association to ensure smooth, aligned and
    consistent delivery 
— Manage the Symposium operational budget
    and be accountable, along with the Sponsor
    for forecasting, monitoring, reconciliation
    and reporting of the operational event
    budget in collaboration with the Future
    Symposium Planning Manager, Conference
    and Events Manager, International
    Symposium Programme Manager and Event
    Sponsorship and Fundraising Executive   
— Oversee contractual fulfilment of
    sponsorship packages and industry
    partnership commitments, supporting the
    Event Sponsorship and Fundraising
    Executive, who retains accountability 
    for income.    
— Lead evaluation, reporting and continuous
    improvement including technological
    advances – Drive continuous improvement
    across all processes, systems 
    and documentation 
— Champion clear processes and ways of
    working – Embed clear ownership across
    the project through RACI’s, decision making,
    mapping of processes, reduced duplication
    and improved ways of working.  
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Essential criteria
 — Significant senior experience leading

    flagship, high quality, large‑scale, 
    complex events preferably with an
     international scope. 
— Demonstrable experience operating as the
    accountable lead for multi‑stream planning
    with significant budgets, managing multiple
    suppliers, internal and external stakeholders
    and interdependent workstreams.  
— Significant experience of managing high
    value contracts with a good understanding
    of supplier relationships and international
    venues, ensuring value for money, risk
    mitigation and compliance.  
— A good understanding of data integrity,
    system ownership and compliance  
— Experience leading and coordinating matrix
    teams across departments and levels.  
— Formal programme/project qualification or
    significant project management experience.

— Expert project planning, timeline
    management and risk control. 
— Strong understanding of event operations
    and logistics 
— Excellent communication, negotiation 
    and stakeholder management skills. 
— Ability to make informed decisions 
    under pressure. 
— Skilled in budget management and 
    financial control. 
— Knowledge of continuous improvement
    methodologies and process design. 
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