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	Job Role Profile
Events and Engagement - Officer
	



Role Purpose
The role supports the organisation’s strategic communications by coordinating high-profile conferences, stakeholder engagements, and employee events, ensuring they are professionally executed and aligned with brand and organisational goals.

By managing logistics, planning tools, and event evaluation processes, the role contributes directly to enhancing visibility, stakeholder engagement, and operational excellence.

The role consistently demonstrates and embeds the values and behaviours in daily work, contributing to a positive and inclusive culture.
Responsibilities
· Coordinate logistics and delivery of major internal and external events, ensuring alignment with organisational strategy and brand.
· Maintain and manage the centralised Events and Conference planner to track attendance and speaking engagements across the Agency.
· Support the creation of planning tools and documentation to ensure smooth execution of national and regional events.
· Assist in managing event budgets, liaising with suppliers for competitive quotes and ensuring value for money.
· Act as a visible ambassador for events across the agency, supporting the relevant team and deputising for the relevant stakeholder when required.
· Evaluate events post-delivery to assess efficiency, value for money, and alignment with strategic goals.
· Contribute to problem-solving during event planning and delivery, ensuring smooth operations under pressure.
· Support the development of regional event processes and tools to improve consistency and effectiveness.
· Collaborate on ad hoc event projects and produce reports and proposals for senior stakeholders.
· Work collaboratively across the relevant internal team and with external partners to ensure successful event delivery and stakeholder engagement.
Additional information
Qualifications, knowledge and experience
· Experience planning and supporting events of varying scale and complexity.
· Experience working within communications, marketing, or events teams.
· Experience building relationships with internal and external stakeholders.
· Experience with budget management and procurement processes.
· Experience producing planning tools, reports, and proposals.
· Knowledge of event logistics and stakeholder engagement strategies.
Job Function / Family
Events : We manage events from end to end on behalf of the Agency. This includes the planning, delivery, and evaluation of events for varying target audiences, aligned to our mission and strategic objectives. 
Role Classification
Job Level 
Level 14 
Values and behaviour framework 
All colleagues 
Core behaviours that everyone within the organisation should aspire to achieve. 
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