NORFOLK CHAMBER OF COMMERCE AND INDUSTRY


ROLE SPECIFICATION
	JOB TITLE:
	Events Co-ordinator

	
	

	TITLE OF MANAGER:
	Commercial Manager


	
	

	LOCATION:
	Norwich

	
	

	DATE OF DESCRIPTION:
	January 2010

	
	

	APPROVED BY JOB HOLDER:
	DATE:

	Signature
	

	APPROVED BY MANAGER:
	DATE:

	Signature
	


Objective of the Role:
To build on the Chamber’s strength as a key business to business events organisation.  The position will be to help with the development of this important area with responsibility for the organisation and delivery of events and training across Norfolk.  To be flexible with working hours to facilitate events and meetings.
Key Responsibilities
Business

· Responsible for the organisation, promotion, administration, invoicing and facilitating of Norfolk Chamber events.
· Use of effective marketing techniques to ensure take up of events/no of delegates.

· Operate as an effective member of the team, providing appropriate feedback on activities to the Line Manager and contributing to the development and maintenance of an efficient Norfolk Chamber events programme.
· To administer bookings and servicing of Chamber Training Room for meetings and training events.

· To provide an efficient and client friendly point of contact that enable customers/ members to feel that their needs are being personally addressed and at the same time that a quality service is being provided.

· To assist as and when required other areas of the Business.

· To promote Norfolk Chamber of Commerce to all types and sizes of business in order to recruit and retain members.

Inter-Departmental

· To assist in the overall organisation and marketing of all Chamber events.
· Attend Chamber events as required.
· To refer membership enquiries to the membership team.
· To be able to advise members and non-members on all aspects of Chamber services and benefits.

· Ensure details of clients/members visited/contacted are logged onto ChamberTrack

· Ad hoc duties as and when required

Personal

· Ability to work on own initiative
· Professional Appearance

· Excellent Communication Skills

· Car Owner
Role Competencies

Qualifications and Knowledge
· Good standard of education

· High standard of knowledge of databases, Microsoft Word, Excel, Outlook and Access
· Minimum of 2-3 years in an events/organisational role

Skills
· High level of administrative and organisational skills

· The ability to pay consistent and thorough attention to detail

· Excellent communication and customer service skills

· Ability to work under pressure, organise priorities and meet targets with minimal supervision

· Ability to work part of a team and take direction from others

· Basic Marketing Knowledge
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