APPENDIX IV


JOB DESCRIPTION & PERSON SPECIFICATION

	1.
Job title:      Communication and Events Officer                Centre:                           Job Group:              Senior Technical Location: East Malling 
Reports to (Job title):      Lauren Colagiovanni (Senior Communication Manager) and Dr Nicola Harrison (Programme Director)                             Line Manages (Job titles): n/a


	2.  Main purpose of role: 

To plan, promote and deliver in-person and virtual events for the Growing Kent & Medway innovation cluster. You will be responsible for working with key stakeholders to develop impactful and engaging events to support business innovation across the horticulture and food and drink sectors


	3.    Financial authority/responsibility (e.g. delegated budget, authorisation level, approx value of contracts etc): 
n/a


 4.    Key relationships (external and internal): 

Internally: Researcher scientists at NIAB EMR and the central Communication Team at NIAB Group
Externally: Growing Kent & Medway is a programme led by NIAB EMR, with additional research and commercial partners including University of Kent, University of Greenwich and Locate in Kent; the postholder will interact with researchers and communication leads at each of the partners. Additionally, you will collaborate with commercial businesses and our members to establish an engaging events programme and promote our products and services. 
	Tasks/responsibilities (in order of priority) 
	Approx % of time 

	Produce virtual live events and webinars. Manage all technical functionality and logistics, including the booking process, speaker management and delegate experience during the events. 
	40

	Build strong relationships with internal and external stakeholders and partners to create high-quality, impactful events that deliver against Growing Kent & Medway’s objectives. This includes the development of speakers, topics and agendas. 
	10

	Deliver in-person conferences, exhibition stands and demonstration showcases. From planning to execution, including negotiating sales and bookings, managing budgets, set-up and breakdown and crisis management.
	10

	Support the Senior Communication Manager to promote events to achieve excellent attendance with the right audiences, using mix of marketing channels; social media, press, digital editorial content and email marketing.
	10

	Other administration duties; inc. but not exclusive to; briefing design agenies, basic video editing of event recordings, liaising with professional services to award CPD points, completing risk assessments, data processing and CRM administration to manage bookings, event feedback
	20

	Gather and evaluate feedback from events and make recommendations for future activity
	5

	Support the Senior Communication Manager on activity across the membership programme and cluster activity where required
	5


	6.   Working conditions :

Office based (NIAB EMR, East Malling and occasional visits to NIAB, Cambridge). Flexible home working considered.  


	7.     PERSON SPECIFICATION

Education/Qualifications:

Essential:

Desirable:

Excellent communicator
Marketing qualification (CMS, degree, certification)
Understanding of email marketing and social media
Experience using CRM and CMS systems
Experience:

Essential:

Desirable:

Minimum of 2 years’ experience managing live events
Knowledge of business innovation landscape and experience working with research institutions and universities
Specialist Training: 

Essential:

Desirable:

Excellent knowledge of webinar and digital live event platforms
Understanding of horticulture and food and drink sector
Personal Qualities (skills, behaviours and competencies)
Essential:

Desirable:

High level attention to detail and project management skills
Capable of working independently and fit within a team
Able to work under pressure and problem solve
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