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Job Description & Person Specification

EVENTS MANAGER

UCL – a university, a community, a world-class reputation …

UCL is one of the UK’s leading universities; a world-class multidisciplinary research and teaching institution, whose staff and former students have included 19 Nobel Prize winners. Founded in 1826, UCL was the first university in England to admit students regardless of race, religion or gender. It continues to thrive on the creativity and diversity of its community which today comprises 8,000 staff, and 12,000 undergraduates and 7,000 graduate students from 130 countries across the globe.

Constitutionally part of the federal University of London, UCL is in practice an independent university, with an annual turnover of over £500 million. Its 70 departments span arts and humanities, social and historical sciences, law, architecture and the built environment, engineering sciences, mathematical and physical sciences, life and clinical sciences, and medicine. It includes academic units as diverse as the UCL Slade School of Fine Art, the UCL Bartlett School of Architecture and the UCL Institute of Child Health, which is associated with Great Ormond Street Hospital.

75% of UCL’s departments received ratings of ‘excellent’ in national teaching quality reviews carried out between 1993 and 2001, and 58 departments achieved top ratings (‘5’, ‘5*’ and ‘best 5*’) in the 2001 Research Assessment Exercise. As a result of its track record, UCL receives substantial funding from government and charities, and more than £250 million is currently being invested in state-of-the-art facilities for cutting-edge research and teaching.

Situated at the heart of one of the world’s greatest cities, UCL’s historic central campus in Bloomsbury is within easy reach of several rail and underground stations, the Eurostar terminal and Heathrow airport.

Development & Corporate Communications Office
In October 2004 the university launched the Campaign for UCL – Advancing London’s Global University, aimed at raising substantial funding over the decade for major capital projects, departmental projects, and an endowment for bursaries, scholarships and fellowships.

The Development & Corporate Communications Office (D&CCO) is responsible for managing the Campaign and, as such, needs to work closely with the UCL academic community and the Corporate Support Services and with donors, whether individuals or organisations. The D&CCO is also responsible for UCL’s alumni relations activities world-wide and for the implementation of a Corporate Communications Strategy.

The D&CCO comprises 54.5 staff. The staff establishment budget for 2005/2006 is £2.0m and the annual non-staff budget is of the order of £1.25m.

The D&CCO has recently installed a new computer system (Advance) to support the fundraising side of the D&CCO’s activities. Further developments of the system and the implementation of the Web for Community software to support the provision of services for alumni are planned.

.

Job Function

The Events Manager will work with and support the Head of Corporate & Alumni Events, as a key member of the Events Team, which is an integral part of the Development & Corporate Communications Office.

The Events Team currently consists of 3 full-time staff; the Head of Corporate & Alumni Events and two Events Managers. This Events Manager role is a new position created due to the increasing workload of the team. UCL is also recruiting an Events Assistant.

The position represents an opportunity to bring creativity and organisational flair to UCL's diverse range of corporate and alumni events, ensuring that these events contribute to the images and messages that UCL, and the D&CCO, wishes to convey and to spread.

The Events Manager will ensure that all events are professionally organised and managed, and as a result will predispose individuals, business contacts and alumni to participate further in UCL’s Development Programme.

Position in the Office

The Events Manager reports to the Head of Corporate & Alumni Events who, in turn, reports to the Deputy Director of Development and Corporate Communications/Head of Operations & Development Services. Job appraisal is through an annual job review system.

Principal Responsibilities

· To provide creative input into the design of a programme of events to engage the UCL Community and UCL’s key external audiences in order to continue the momentum of the Campaign for UCL which was launched in autumn 2004

· To implement and manage an annual series of high profile ‘Provost’s Lecture’ events designed to attract key external audiences and achieve good PR

· To work with the Head of Corporate & Alumni Events on the production of a strategy for developing a programme of income generating events, forecasting targets and taking the lead on their delivery

· To be responsible for producing and managing budgets, realistic income forecasts and to keep accurate records of expenditure related to the events for which the post holder is responsible, reporting to the Head of Corporate & Alumni Events and, from time to time, other members of the D&CCO Senior Management Team on financial income and expenditure

· To ensure that events managed by the post holder are kept within budget and, where they are income generating, that they reach their targets

· To manage ad-hoc events as directed by the Head of Corporate & Alumni Events.

· To prioritise and plan time and resources for each of the activities for which the Events Manager is responsible, with supervision from the Head of Corporate & Alumni Events

· To work with the Research Team to ensure appropriate briefings are provided for D&CCO Staff attending events managed by the post holder, event follow up is conducted and outcomes are presented as appropriate

· To manage event stewards (including colleagues) and temporary staff, ensuring high standards of work are maintained

· To represent UCL at meetings within and outside UCL at all levels, to provide advice and make decisions with the approval of the Head of Corporate & Alumni Events

· Assist the Head of Corporate & Alumni Events with the organisation of large corporate events (eg launches of new buildings) as necessary

· Work with other departments and individuals, both internal and external to UCL, to facilitate events, where they meet the aims of the D&CCO, in agreement with the Head of Corporate & Alumni Events. This will include developing strong relationships with external suppliers to ensure high and reliable delivery of goods at events

· To provide a helpful and professional service when responding to requests for information or advice from other staff within UCL, alumni, and donors.

· Contribute to the Events Team Guide to 'Event Organisation' as hard copy and as a web service, on an annual basis

· Undertake thorough post event evaluation for events including maintaining accurate event attendance information on the Department's central database. Produce reports and make recommendations to the Management Team for future events

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

· Any other duties that may arise from time to time

Knowledge, Skills and Experience Required
Essential

· Extensive experience of designing, creating and managing successful events, preferably within a fundraising or alumni relations programme

· You must demonstrate a high standard of personal presentation and be confident in communicating with senior members of academic and administrative staff, alumni, VIPs and donors through written communication and in person. In particular you should have demonstrable experience of liaising with VIPs

· Experience of producing written briefings and timetables for event stewards, VIPs and other staff participating in events

· Experience of managing budgets and ensuring that expenditure for activities does not exceed agreed limits

· The ability to deal with difficult situations diplomatically, calmly and with discretion and to be able to make on the spot decisions when necessary

· Must be able to work calmly under pressure

· The ability to think innovatively and to use resources creatively

· Experience of working with high level donors or prospects or equivalent (either in an events or fundraising capacity)

· Ability to conduct thorough post-event evaluation and produce reports encompassing financial expenditure and attendance records

· Proficient in the use of Microsoft Office packages (eg Word, Excel) and experience of using databases

· Available to work outside ‘normal’ office hours, including attendance at evening and weekend events

· Willingness to undertake occasional routine administrative tasks such as data inputting and stuffing envelopes

Desirable
· An enthusiastic and energetic personality with a positive outlook would be advantageous

· Experience of project management 

· Experience of or an understanding of the role of fundraising and alumni relations within the higher education sector

Remuneration, Tenure and Other Terms of Employment
Salary
The post is graded as Grade 7, the salary for which ranges from £24,886 - £30,606 (excluding London Allowance of £2,400). Progression through the salary scale is incremental. Cost of living pay awards are negotiated nationally and are normally effective from 1st August each year. 

Probation 
Appointments are subject to receipt of satisfactory references and a probationary period of 9 months. 

Hours of Work
Full time hours average 36.5 hours per week and times of work are as determined by the Head of Department . 

Holidays
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.

Pension 
The postholder will be eligible to join the Universities Superannuation Scheme, which is a final salary scheme with a current employee contribution rate of 6.35% and an employer contribution rate of 14% of salary. 

Season Ticket Loan
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. 

Other Benefits
Other benefits of joining UCL as a staff member are many and include: 

· Access to an extensive range of in-house staff development opportunities. Staff have full use of the UCL libraries and UCL operates a Study Assistance Scheme for those undertaking part-time work-related study. 

· An excellent location for transport networks being near Euston, Kings Cross and St. Pancras stations and a choice of underground stations connected to London 's other mainline stations. A wide range of bus routes serves the area. 

· UCL lies in Bloomsbury , just north of Oxford Street , Covent Garden and the heart of the West End with access to shops, theatres, cinemas, bars and restaurants. UCL also has its own 550 seat West End arts venue (Bloomsbury Theatre) which hosts drama, dance, music, debates and lectures during the year 

· The main campus has subsidised cafeterias/bars and shops, gym and a travel agent. UCL staff can also benefit from corporate membership at a Tottenham Court Road gym.

Applications

Applicants are requested to complete an application form and return it to Miss Gurjit Matharu, Development & Corporate Communications Office, Gower Street, London WC1E 6BT, email: dacco_recruit@adm.ucl.ac.uk, tel: + 44 (0)20 7679 9202, fax: +44 (0)20 7209 0117. Applications must be received no later than 5pm on the 17th March 2006.
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