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Development & Corporate Communications Office (D&CCO)

Job Description and Person Specification

EVENTS ASSISTANT 

Context

University College London is committed to enhancing its role as one of the world’s great metropolitan universities. In support of this goal it has invested in a major Development Programme encompassing fundraising, alumni relations, publications and events. These integrated activities are critical to UCL’s future well-being and underpin the pursuit of its mission and strategic aims.

UCL is consistently rated one of the top three research universities in the United Kingdom and in 2000, for the first time, UCL had the highest research income of any UK university. It was responsible for discoveries which include hormones and vitamins, and is currently home to over 16,000 students from more than 140 countries.

 

UCL's Development & Corporate Communications Office

The Development & Corporate Communications Office, comprising 55 members of staff working in Alumni Relations and Individual Giving, Major Projects, Corporate Relations (including Media Relations and Communications), Resources, Research and Corporate and Alumni Events – seeks to empower UCL to achieve its strategic goals. It builds productive relationships between UCL and networks of individuals both inside and outside the university, in order to promote, support, influence and sustain its growth and progress.

Job Function

The role of the Events Assistant is to provide support to the Head of Corporate & Alumni Events and the other members of the Events Team in relation to event management and administration. The Events Assistant will also be expected to take on the management of some small events throughout the year.

Position in the Office

The Events Assistant reports to the Head of Corporate & Alumni Events who, in turn, reports to the Deputy Director, Operations and Development Services.  The Events Team currently consist of three full time staff: the Head of Corporate & Alumni Events and two Events Managers. The Events Assistant is a new role, designed to assist the team with administrative tasks. UCL is also recruiting a third Events Manager.

Principal Responsibilities 

· To undertake administrative tasks involved in setting up and organising events

· To communicate through clear verbal and written correspondence with speakers, staff, guests and service providers, at the request of the Head of Corporate & Alumni Events

· To take responsibility for small projects within large scale events 
· To conduct the training of temporary staff, as necessary, on the Events Team’s Filemaker Pro database (the post holder will receive professional training on this if necessary)

· To be responsible for managing and updating the Events Equipment Booking form and for training other UCL staff when necessary in how to set up event display equipment 

· To assist with travel and accommodation arrangements relating to events

· To undertake thorough post-event administration including maintaining accurate event attendance information on the Department’s central database and providing basic reports 

· To maintain accurate financial records for small events being managed by the post holder

· Preparation and typing of own correspondence, and administration as required for the Events Team, including data inputting and envelope stuffing

· To draft briefings for colleagues, in particular UCL’s domestic staff (Porters, Cleaners etc), as directed by the Head of Corporate & Alumni Events

· To source specialist best value for money material and/or equipment and to make recommendations to the Head of Corporate & Alumni Events on suppliers based on research

· To be responsible for ordering stationery supplies for the team and maintaining adequate levels of the same

· To attend all events organised by the Team and as requested by the Head of Corporate & Alumni Events including evening and weekend work

· Any other duties that may arise from time to time

Knowledge, Skills and Experience Required

Essential

· The flexibility to be able to work independently and as part of a team

· Demonstrable experience of working in events 

· Ability to prioritise

· Good attention to detail

· Excellent inter-personal skills

· Discretion in dealing with highly confidential information.

· Computer and IT skills (Microsoft Word, Excel, Powerpoint, Access) and experience of using databases

· Excellent communication skills both written and verbal

· Excellent organisational skills

· A high level of personal presentation

· The ability to remain calm under pressure

· A cheerful, positive and flexible attitude

Desirable

· Knowledge of working in higher education or within a fundraising environment

· Experience of using Filemaker Pro database systems

Remuneration, Tenure and Other Terms of Employment

The salary for this position is £19,645 - £23,457 (grade 6), exclusive of £2,400 London Weighting.    

Appointments are subject to receipt of satisfactory references and a probationary period of 6 months.
Full time hours average 36.5 hours per week and times of work are as determined by the Head of Department.

Annual leave is 27 working days for a full time member of staff. UCL also closes for a period at Christmas and Easter, at which times staff benefit from a total of 6 ‘closure days’ in addition to Bank Holidays.

The postholder will be eligible to join the Superannuation Arrangements of the University of London, which is a final salary scheme with a current employee contribution rate of 5% and an employer contribution rate of 10.5% of salary. 

A season ticket loan is available to staff who have successfully completed their probationary period with the facility to repay through a monthly deduction from salary.
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