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Worldwide Events - Events Operations Manager
Package

£24,000 - £26,000 per annum dependant on skills and experience, plus excellent benefits

Overview       
A challenging London-based events role offering the opportunity for international travel and a platform upon which to build an events career within an established, highly successful and fast-developing business.

The Company and role
Worldwide Events specialize in business to business trade events bringing together key players in the meetings industry.  With events taking place in Lisbon, Noordwijk, Athens, Barcelona, Palm Beach, Istanbul and Bali in 2011, we have established ourselves as global leaders in the sector.  We are a division of Big Worldwide Ltd, whose other interests include Great Hotels of the World (www.ghotw.com) and the technology platform Evolution (www.evodist.com).  

After enjoying rapid growth and global success over the last six years, we are entering the next exciting phase of our development and launching new events in other sectors of the travel industry.  We are looking for exceptional, highly motivated events professionals to join our existing team and enjoy all the stimulation and opportunity that a growing company delivers.

In this role you will be mainly responsible for project managing events from conception to completion working alongside and assisting the other members of the events team. 
Our current events are called meeting forums and consist of a series of one-to-one meetings conducted between the suppliers and buyers attending, with plenty of time for networking during focused activities, cocktails receptions & gala dinners. For more information about our events, please visit: www.mi-forums.com, www.ghorg.com/forum, www.bt-forums.com 
The role will involve:

- Assistance with venue finding

- Sourcing and securing partners, sponsorship and suppliers for each event
- Managing all event logistics and communication to clients/partners/staff including but not limited to arranging travel and  accommodation, programme planning, preparing and organise shipment of any marketing materials needed, handling AV requirements, selecting suitable catering, event dressing, entertainment and activities, event set-up, gathering post event feedback

- Onsite event management and assistance
- Adhering to the budget assigned for the event and any contractual requirements, whilst producing events that are equal/higher in standard than previous ones 
This role will involve working with international clients within the MICE industry and knowledge of the hotel industry will be a distinct advantage.  The role will involve international travel.
The ideal candidate
We are looking for a highly motivated events professional that has a mature can-do attitude that will be able to successfully manage multiple events as part of a dedicated team. Being able to make things happen under your own initiative will be necessary and well rewarded. The successful candidate will have the following skills and experience:
Essential:

· Minimum 18 months in an Events Management role, in which you will have had some experience in booking travel (especially group flights) & accommodation, sending out briefs and handling proposals, negotiation, venue finding, budget control, handling contracts, site inspections, organising AV requirements, choosing caterers, suitable event dressing, activities and entertainment
· Proven sales experience and/or experience of acquiring sponsorship
· Previous administrative experience & attention to detail is crucial 
· Experience using Microsoft Office package e.g. Outlook, Excel and Word 
· Exceptional time management & organisation skills 

· Great written & verbal communication

· Great client/customer service both telephone & face-to face

· Demonstrable success in current role

· Highly literate & numerate 
· Professional 

Desirable:

· Hospitality industry experience

· Language skills 
· Well-travelled 
The environment

Operating from modern open offices a few minutes’ walk from Euston Station, our culture is lively, friendly, professional and hard-working. 

We run a training and development programme to ensure all our staff can develop and grow with the business.
Application process
Please send over your CV with covering letter to lhbrown@wwideevents.com Before applying please ensure you have the essential experience and skills needed and you have a good understanding of the events we produce.
