			              Job Description                   

	
	

	Job Title:
	Events Executive

	
	
	

	Department:
	Marketing & Events

	
	
	

	Reporting to:
	Head of Marketing & Events

	
	
	

	Responsible for:
	N/A

	
	

	Main Purpose of Job:
	

	To provide support to the Head of Marketing & Events implementing and maintaining effective systems to ensure that internal and external clients receive first class, professional and prompt levels of service for  marketing and events of Chamber activities.


	Main Duties:
	

	1. Deal with all telephone enquiries.
2. Manage the relevant activity booking service from enquiry stage through to confirmation and where necessary cancellation stage 
3. Book rooms, catering, audio visual and other equipment for activity as directed by the Head of Marketing & Events
4. Negotiate with suppliers and sponsors, in order to manage the events tender process
5. Attend activity to sign in delegates and represent the Company
6. Raise purchase orders and process payments for activity
7. Maintain online events software.
8. Manage the distribution of promotional materials to external parties
9. Collect and collate evaluation forms for review. 
10. Assist with the tendering and contract management processes
11. Assist the Head of Marketing & Events in ensuring that internal clients are kept informed on progress of activities, including running activity reports on the CRM  in order to review and monitor attendance 
12. Load information onto the company website as required by the Head of Marketing & Events
13. Proactively work with internal clients to discuss needs and identify most effective targeting and marketing for activity.
14. Proactively produce and copy write marketing materials. 
15. Undertake other activity as directed by the Head of Marketing & Events
16. Contribute to the overall activity of the Chamber



	

	This job description is not exhaustive due to the changing environment of Northamptonshire Chamber of Commerce.  The jobholder may be required to carry out other duties considered to be within the scope of the job.
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