
BMMUK Events Coordinator Job Pack- Draft

We are extremely excited to welcome you to Black Minds Matter UK, an
organisation dedicated to promoting mental health and well-being within the Black
community.

You will be joining the organisation at a pivotal time as we ambitiously seek to grow
our organisation and brand recognition and establish ourselves as thought-leaders
in the mental health sector in the UK.

Our vision

A community of Black people readily accessing Mental Health support, recovering
fully from mental illness and thriving.

Our mission

We create and champion safe and accessible mental health support with, and for
the Black community.

The Role

Events Coordinator

Reporting to: Marketing Manager

Salary: 28k per annum (including London weighting) plus a competitive pension

Contract

Full Time-permanent. Flexible working availability.

Our benefits

Competitive pension
25 days annual leave
Flexible working (with some core hours)
In person and remote working

Location: Remote. With the option to attend a co-working hub on an ad hoc basis.



Job description:

As an Events Coordinator for our charity, you will be responsible for planning,
organising, and executing events that align with our mission and fundraising goals.
This role requires a compassionate and community-focused individual with
excellent organizational and communication skills. The Events Coordinator will work
closely with our marketing and fundraising team and will manage our event
volunteer network.

Key responsibilities:

As the Events Coordinator you will play a crucial role in helping to create and
deliver events on behalf of the charity. Your responsibilities will include:

 Event Planning:
● To ideate and implement and manage events for our charity and

community.
● Collaborate with our fundraising and marketing team to create event

ideas for awareness and fundraising purposes.
 
 Budget Management:

● To create and manage event budgets, working closely with the
marketing manager to do so.

Marketing & Communications

● Collaborate with the marketing team to ensure events are effectively
promoted in a creative and timely manner.

● Utilise various channels, including social media and newsletters, to
promote events and engage the community.

 
 Volunteer Management:

● Recruit, train, and manage volunteers for events, ensuring their
understanding of the charity's mission and their roles in event
execution.

● Foster a positive and supportive volunteer environment.
 
 Coordination and Execution:

● Oversee all aspects of event logistics, including any venue
coordination, catering, and on-site activities.

● Manage day-of-event operations, addressing any issues that may arise
with a focus on participant satisfaction.

 
 Post-Event Analysis:



● Conduct post-event evaluations to assess the
success of events and gather feedback for
improvement.

● Prepare reports detailing the impact of events on fundraising goals
and community engagement.

Qualifications and Experience:

To be successful in this role, we seek the following qualifications and experience:

● Proven experience in event planning and coordination. Preferably within the
non-profit sector but this is not essential.

● Strong organisational skills
● Excellent communication and interpersonal abilities.
● Proficient in Google Workspace platform.
● Experience using Project Management tool Asana is a bonus.
● Ability to work flexible hours, including evenings and weekends, as required.

This is essential. Toil will be given for any hours worked outside usual
operating hours.

Person Specification:

The role of Events Coordinator will see you interacting with our community and
various stakeholders. Therefore a genuine interest in mental health and racial
injustice is vital. We are keen to hear about why you want to be part of the Black
Minds Matter UK mission.

You are a compassionate and community-focused individual with excellent
communication skills and has the ability to work well independently and as part of a
small team.

You have previous experience of ideating, coordinating and managing events in a
timely and cost effective manner whether that be in an events role itself or as part of
a marketing team/ agency setting.

You have your ear to the ground for cultural conversations, trends, people and
organisations in the mental health and wellbeing space and understand the
significance of events when it comes to awareness raising and brand building.

Requirements of the role:



⁃ Right to work in the UK
⁃ This post is subject to a Disclosure and Barring Service (DBS) check
⁃ Ability to work flexible hours, including evenings and weekends is essential.
Toil will be given for any hours worked outside usual operating hours.
How to apply:

If this sounds like the right role and organisation for you, please apply by email to
jointheteam@blackmindsmatteruk.com submitting your CV and short statement(no
more than 1000 words) about how you meet the person specification.

Please also include any relevant links to your portfolio or website.

Please note that the application deadline is Friday 22nd March 2024. We will review
all applications and contact shortlisted candidates for further assessment and
interviews.

At Black Minds Matter UK, we are committed to fostering an inclusive and diverse
work environment. We encourage applications from individuals of all backgrounds,
particularly those from Black and minority ethnic communities.

Thank you for your interest in joining our team. We look forward to reviewing your
application and discussing how your skills and passion can contribute to our mission
of promoting mental well-being within the Black community.

Interviews:

You can expect a first and second interview as part of our recruitment process and
you will be contacted by email to arrange this should your initial application be
successful.

Want to find out more?

Please contact us using the email address below if you have further questions about
the role or if you would like to arrange an informal discussion with our Marketing
Manager.

Jointheteam@blackmindsmatteruk.com

mailto:jointheteam@blackmindsmatteruk.com

