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Events Officer (0.6 FTE) – Job Description 
Contract: Permanent
Hours: Part-time, 0.6 FTE
Location: London / Hybrid
Grade: F Standard
Salary: £18,520 (£30,867 FTE)
Reporting to: Policy and Public Affairs Manager
Expected start: Immediate
Expected interview dates: Week commencing 9th November

Purpose of the role
We are looking for a highly organised, proactive and enthusiastic Events Officer to lead the planning and delivery of all events across the organisation.
This is an exciting opportunity for someone who enjoys bringing people together, managing multiple projects and delivering high-quality events with purpose and impact.
You will oversee a varied and ambitious programme of activity throughout the year, including national conferences, parliamentary receptions, policy roundtables, panel discussions, stakeholder dinners, report launches and our presence at Labour Party Conference and other major events.
Working closely with colleagues across policy, public affairs, communications and programmes, you will ensure our events are professionally delivered, strategically aligned and contribute directly to our influence and impact.
As a small and ambitious organisation, this role offers significant responsibility and visibility. You will have the opportunity to work with senior politicians, policymakers, sector leaders, funders and partners while helping to deliver events that shape national debate on children and young people's lives.

Key Responsibilities
Event Strategy and Planning
· Lead the planning and delivery of the Centre for Young Lives' annual events programme.
· Develop and maintain a forward plan of events aligned to organisational priorities and campaigns.
· Work with colleagues to identify opportunities for events that support policy influencing, stakeholder engagement and fundraising objectives.
· Ensure all events reflect the Centre's values, brand and strategic goals.
Event Delivery
· Lead the organisation and delivery of:
· National conferences and summits.
· Parliamentary receptions and briefings.
· Policy roundtables and stakeholder workshops.
· Panel discussions and report launches.
· Partner and funder events.
· Stakeholder dinners and networking events.
· Fringe events at Party Conferences and other major political and sector conferences.
· Webinars and hybrid events.
· Responsibilities will include:
· Venue sourcing and management.
· Speaker liaison and briefing.
· Invitation and RSVP management.
· Event logistics and run sheets.
· Budget management and supplier coordination.
· Registration and attendee management.
· Accessibility and inclusion considerations.
· On-the-day event management.
Stakeholder Engagement
· Develop and maintain event contact lists and stakeholder databases.
· Build strong working relationships with partners, speakers, parliamentarians, policymakers and sector leaders.
· Coordinate invitations and communications with senior external stakeholders.
· Support the development of new partnerships through events and engagement activity.
Communications and Promotion
· Work with colleagues to promote events through newsletters, social media and partner networks.
· Draft event invitations, agendas, briefing notes and participant communications.
· Support post-event follow-up activity, including thank you communications, reports and stakeholder engagement.
Party Conferences and Political Engagement
· Coordinate the Centre's event activity at Party Conferences. 
· Manage logistics, stakeholder engagement, speaker coordination and event delivery.
· Support opportunities to engage policymakers and political stakeholders through conferences and events.
· Identify opportunities to maximise the Centre's visibility and influence through political and sector events.
Monitoring and Evaluation
· Track attendance, engagement and stakeholder feedback.
· Produce reports on event outcomes and impact.
· Identify opportunities to improve future events and increase reach and effectiveness.
General Responsibilities
· Represent the Centre for Young Lives externally where appropriate.
· Contribute to a positive and collaborative team culture.
· Uphold the Centre for Young Lives' professional standards and behavioural expectations, demonstrating excellence, accountability, collaboration and a commitment to continuous improvement in all aspects of their work.
· Undertake other duties consistent with the role as required.


Person Specification
Knowledge and Experience (Essential)
· Experience organising and delivering events, conferences, meetings or stakeholder engagement activities.
· Experience managing multiple projects and deadlines simultaneously.
· Experience coordinating senior stakeholders, speakers or external partners.
· Experience managing event logistics from planning through to delivery.
· Experience managing budgets and working with external suppliers.
Skills and Abilities (Essential)
· Exceptional organisational and project management skills.
· Excellent attention to detail.
· Strong written and verbal communication skills.
· Ability to build positive relationships with a wide range of stakeholders.
· Confidence managing multiple events and competing priorities.
· Ability to anticipate problems and find practical solutions.
· Strong administrative skills and experience using CRM systems, databases or event management platforms.
· Ability to work independently while collaborating effectively with colleagues.
Personal Attributes
· Enthusiastic, proactive and highly organised.
· Calm under pressure and able to manage last-minute changes.
· Passionate about creating opportunities for meaningful engagement and influence.
· Flexible and willing to travel across the UK and work occasional evenings linked to events.
· Commitment to improving outcomes for children and young people.
Experience (Desirable)
· Experience working in a charity, think tank, public affairs, political, membership or campaigning environment.
· Experience delivering parliamentary or political events.
· Experience organising events at political party conferences.
· Experience supporting stakeholder engagement and public affairs activity.
· Familiarity with issues affecting children and young people.
· Experience using event management, CRM or stakeholder engagement software.
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