
 

 

Job Description & Person Specification 
 

Post Title: Conference and Events Manager (Interim) 
 

Location: The role will be home-based, with requirements to travel to meetings across the UK and Republic of Ireland  

 
Post Grade / Salary: £38,211 (Pro-rata in line with working hours and 
duration of employment) 

 
Post Hours: 21 hours per week 

Organisation context:  The British Association for Behavioural and Cognitive Psychotherapies (BABCP) is a charity and the 
lead organisation for Cognitive Behavioural Therapy (CBT) in the UK and Ireland. We are a membership body with over 
27,000 members and as a professional organisation we promote, improve and uphold standards of CBT practice, 
supervision and training. We also offer CPD provision with and for our members. This role is designed to support the 
delivery of high-quality events provision. 

Purpose and Objectives of Post: The role will be a member of the Events Team and will oversee the work of the Events 
team; consisting of an Events Coordinator and Events Administrator who are responsible for supporting the overall events 
programme. In addition, for the Conference Provision, there is a longstanding Volunteer Conference Organiser who holds 
significant institutional knowledge, an external Professional Conference Organiser (PCO) and a National Conferences 
Programme Advisory Group (NCPAG), who lead the process of determining academic content for the conferences.  
 
The role will be the staff lead to help shape future provision, hold key relationships and ensure the development of a 
successful 2027 event.  
 

Line Managed by: Head of Membership Services  

Immediately Responsible for:  Events Staff 

Main Contacts: 
- Volunteer Conference Organiser 
- Chair(s) National Conferences Programme Advisory Group (NCPAG)  
- Branch (geographic groups) and Special Interest Groups (SIGs) Committees 
- BABCP Staff Teams 

Key Duties/Responsibilities: 

- Support evaluation and lessons learned from the July conference and make recommendations for future delivery. 

- Work with the Volunteer Conference Organiser to document processes, ways of working and institutional 

knowledge 

- Work with the relevant committees and working groups to determines roles and responsibilities of key 

stakeholders.  

- Support the transition of conference activity to an in-house staff model covering each aspect of Conference 

Organisation including; governance, delegate experience, operations, communications, exhibition, technical 

delivery, and evaluation. 

- Develop and deliver an annual events calendar including branch and sig events, workshops and specialised 

programmes. 

- Work with key staff to determine the budget needs for event delivery and reconciliation post event. 

- Ensure that the Conference and Events provision meets the needs of the membership profile, Accreditation and 

Registration and BABCP Standards of Conduct, Performance and Ethics. 
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- Report on event performance, use feedback and data to make informed decisions 

- Oversee policy and procedures for the delivery quality events and delegate experience. 

- Lead and report to relevant working groups connected to Conference and Events activity. 

- Develop the service provision and potential for innovation to support the delegate experience and income 

generation. 

Where an employee is asked to undertake duties other than those specified directly in his/her Job Description such duties 
will be discussed with the employee concerned prior to implementation. 

 

Person Specification  Essential Desirable 

Education and Training 
  
Higher level qualification in related field (Event Management, etc) – this is desirable not 
essential – we value equivalent professional experience 

 
 
 

 
 
✓ 

 

Experience 
 
Significant experience of planning and delivering conferences and events from end to end, 
including in-person, hybrid and online formats. 
 
Experience of managing multiple priorities and operational detail.   
 
Experience of budget monitoring and financial oversight. 
 
Experience of working with a wide range of stakeholders, including senior leaders, 
committees, members, speakers, volunteers and external suppliers. 
 
Experience of using feedback and data to inform future improvement. 
 
Experience of supporting organisational change, service transition or process 
improvement. 
 
Experience of working in a membership body, professional association, charity or health-
related organisation. 
 

 
 

✓ 
 
 
✓ 
 
 
✓ 
 
✓ 
 
✓ 
 
✓ 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
✓ 
 

Skills and Abilities 
 
Good understanding of conference and event management best practice including 
accessibility, inclusion, health and safety, risk and delegate experience. 
 
A collaborative, proactive and hand-on approach, with the ability to build trust and work 
calmly under pressure. 
 
Knowledge of continuing professional development requirements or accredited 
professional education. 
 
Knowledge of the CBT, mental health or wider professional membership landscape. 
  
 

 
 
✓ 
 
 
✓ 
 
 
 
 
 
 
 

   
 
 
 
 
 
 
 

✓ 
 
 
 

✓ 
 

Personal Attributes 
Demonstrable commitment to the values of BABCP 
 
Commitment to equity, equality, diversity and inclusion. 
 

 
✓ 
 
✓ 
 

  
 

 

 


