
Role profile – Events Manager


	Job Title
	Events Manager

	Reports to (Job Title)
	Senior Events Manager

	Directorate / Function
	Fundraising

	Supervises
	N/A

	Job Level
	E

	DBS Required
	YES
	




 About Us	

Great Ormond Street Hospital Children’s Charity exists to transform the lives of seriously ill children giving them the best chance to fulfil their potential.

We put children and families at the heart of our work; our fundraising income supports the research, care and advocacy that will have the greatest impact on the children and families we serve.

To achieve our ambitions, we work in partnership with Great Ormond Street Hospital and UCL Great Ormond Street Institute of Child Health, along with other charities and funding bodies, academic industry and corporate partners, and patients, families, and the public.

As an employer, we are ambitious, innovative, and embrace change. We foster an environment of inclusivity and support, enabling our staff to be their best and to thrive at work. In everything we do we are guided by our values of courage, care, and curiosity.
 Role Purpose	

The purpose of this role is to manage the logistical delivery of a number of Special Events throughout the financial year, ensuring that each event is carried out in line with the GOSH Charity Fundraising Strategy. The Special Event Manager is also a pivotal role in managing the range of committees who support GOSH Charity’s Special Events, and are key to maintaining high levels of fundraising.

 Main duties & responsibilities	

The main duties and responsibilities of the role holder are as outlined below:

1. Full management of event logistics, to include:
· Identifying, appointing/booking and managing external agencies/companies (e.g. venues, caterers, production companies)
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· Managing event budgets, ensuring accurate financial record keeping (recording and tracking all income and expenditure)
· Managing all aspects of fundraising e.g. identifying fundraising mechanisms, sourcing prizes etc.
· Working with the internal teams to produce all design materials and PR campaigns
· Writing and producing comprehensive briefings for external suppliers, high-profile speakers, senior staff and members of the charity
· Evaluating and reporting on the success of each event and considering areas of improvement for future event planning

2. Ensure all events and other associated work undertaken are delivered to the highest standard. To provide ongoing performance, ensure that objectives are met and the highest standards of professionalism are maintained.

3. Work with and managing high level supporters and committees to develop events income:
· Creating a stewardship plan for each committee, taking into consideration any crossovers within the wider fundraising team
· Supporting Senior Managers with committee strategy and recruitment
· Building good relationships with committee members through excellent communication
· Educating and inspiring supporters about the work of the hospital to encourage their support
· Getting the best out of committee members and ensuring we maximise their time, support and networks and use them to their full potential. Thinking cross charity and about all income streams

4. Ensure GOSH Charity’s EDI strategy is reflected in our events and committees.

5. Day to day management of project team members who are working on the same event.

6. Support and attend the portfolio of events and committee meetings (regularly requiring out-of-hours work.)

7. To be responsible for the efficiency and effectiveness of the Special Events team by ensuring written and electronic records in compliance with data protection legislation are maintained.

8. Manage and maintain the Events database - recording all event and non-event related information as applicable on the CRM system.

9. Contribute to the Special Events team business planning processes on a regular basis.

10. Work across the fundraising team to support on any stewardship activity as it pertains to events or involves members of the Special Events committees.

 Person Specification	 Role:  EVENTS MANAGER
The Person Specification states the minimum knowledge, skills and experience required to carry out the job and is used for both shortlisting candidates for interview and to identify the areas to explore as part of any assessment or selection for the role including interview.

E = Essential criteria;  D = Desirable criteria

	Key requirements
	Criteria




	Knowledge
	· Good working knowledge of events production, venues, potential suppliers etc.
	E

	Skills
	· An exceptional communicator, both written and verbal
· Demonstrable interpersonal skills which enable effective relationship building with a wide range of stakeholders, including senior staff members and high net worth individuals
· Excellent problem-solving skills with a proactive approach and mind-set
· Brilliant time management and task prioritisation skills
	E E

E E

	Experience
	· Proven track record of managing and delivering high level events
· Evidence of working with external fundraising committees/HNWI to deliver successful events
· Prior experience of budget management, including forecasting and planning
	E E

E

	Qualifications
	
	



This document is not a set of terms and conditions of your contract or an exhaustive list of duties. It is a guide indicating core responsibilities and accountabilities attributed to the role. We expect all our employees to share and demonstrate behaviors and values in line with our aim of ensuring a welcoming, inclusive and productive organisation where respect, flexibility and collaboration are key.

All applicants for any post within Great Ormond Street Hospital Children’s Charity are required to declare any involvement, either directly or indirectly, with any firm, company or organisation that has a contract with the hospital or the charity. Failure to do so may result in an application being rejected, or, if it is discovered after appointment that such information is being withheld, then this may lead to dismissal. Great Ormond Street Hospital and the charity are regulated organisations and, as such, all employees must undertake a Disclosure and Barring Service (DBS) check and their name checked against the Violent and Sex Offender Register. The employee will have access to confidential information that may only be disclosed to parties entitled to receive it. Information obtained during the course, of employment should not be used for any purpose other than that intended. Unauthorised disclosure of information is a disciplinary offence.
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