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JOB DESCRIPTION
	JOB TITLE


	Events COORDINATOR


	SALARY

	TBC

	RESPONSIBLE TO

	Facility Manager


	DATE REVIEWED


	March 2024


Job Purpose

· To act in a first line supervisory capacity as part of the events team supporting recruitment, sickness and annual leave management, rota and overtime management.  
· Working with the Facility Managers, respond to all enquiries in an operational capacity, follow sales leads and convert to contracted bookings.
· Proactively sell all Volair event space across all sites, maximising all revenue opportunities.
· Meet event targets and objectives agreed with the senior management team.
DUTIES AND RESPONSIBILITIES
This is not a comprehensive list of all the tasks, which may be required of the post holder.  It is illustrative of the general nature and level of responsibility of the work to be undertaken.
Main Job Tasks and Responsibilities
1. Work to monthly targets set individually and as part of the overall event sales target.

2. Track all enquiries for lead source and obtain information to profile companies.

3. Communicate effectively with customers, colleagues, and other departments within the Volair team.

4. Competently carry out all procedures put in to place by the operational team.

5. Work to a high degree of accuracy ensuring that all events and documents are professionally organised and presented to the end user.

6. To be self-sufficient in all aspects of administrative systems associated with the position.

7. Ensure we maintain a solid base of business through correspondence checks, effective management systems, guaranteed bookings and implementation of the company’s booking policy and procedures.

8. Develop customer relationships, enter all information onto the Volair booking system and communicate details to the relevant parties including the operational management team.

9. Coordinate all event bookings across Volair including proactive engagement with customers and partners.
10. Ensure all event bookings are inputted onto management system and ensure documentation is received and relevant paperwork is completed.
11. Management of all events bookings, including adherence to regulations, receipt of correct documentation and payment.
12. Training of new and existing staff in the management of events.
13. Management of complaints, including initial response, escalation, or delegation, maintaining the central log and identifying trends [if any].

14. Liaise with KMBC colleagues in connection with PFI events that may take place at one of the CFL sites refer to Facility Managers as necessary.

15. Provide accurate bad debt and expiration reports to the Facility Managers.

16. Provide accurate income provision reports to the Finance Manager at year end.

17. Oversee the Events Teams and support as required with all bookings from start to finish. Attending and supporting the management of events when necessary.
18. Undertake any other duties commensurate with the post and grade which contribute to the general purpose and objectives of the business.
General Responsibilities
1. To liaise with staff and management within the company or other agencies as required.

2. To uphold equal opportunities in employment, in advice and in service delivery
3. To comply with all requirements of the Health & Safety legislation and Volair policy, taking appropriate action where necessary

4. To comply with the company’s Standing Orders and financial regulations

Health and Safety
1. To use equipment as instructed and trained 

2. To inform management of any health and safety issues which could place individuals in danger 
