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Job Title

Project and Events Support Assistant (Business & Education)
Job Status

Permanent 
Salary 

£16,000-£20,999
Reporting
Head of Education and Business Engagement 
Key Relationships

	Internal
	External

	Head of Education and Business Engagement
	Local Businesses

	Colleagues
	Partner Organisations and Stakeholders

	Board of Directors
	Sub-Contractors/Service Providers/Venues

	CEO
	External Funders

	Education and Skills Director
	Schools and Education Settings, Education Members

	Membership Services and Business Support teams
	


Supervisory Responsibilities

· N/A
Main Duties & Tasks 
The role is to support the Chamber with a focus on the Business & Education activities and events (including large and small scale events, school engagement and employment programmes, Education Membership).  This includes a wide range of administrative and support activities to help facilitate the efficient operation of the Education and Skills team including:-
· General administrative and event coordination duties to support successful delivery of training events, activities, Business Academy, annual celebration and career events and internal meetings and activities
· Contribute to the planning process of any events and activities from a logistical perspective

· Confidently communicate with a wide range of people including venues, suppliers, members and delegates

· To be present and actively engage in each event – working proactively pre, during and post events to deal with queries and issues. 

· Managing social media, newsletter and marketing activities for the education team working closely with other Chamber marketing and events colleagues   

· Maintain various filing systems, documents, templates and maintain effective communication with business and education settings
· Undertake any Risk Assessments for both events and student work experience/placements 
· Support all aspects of Business & Education Projects to ensure successful delivery including day to day administrative tasks, evaluations, claims and reporting
· Oversee and provide regular accurate reporting and activity trackers as required to the Education team and wider Chamber staff
· Maintaining and developing the CRM system to ensure up to date with all Education activity 

· Support the development of and adopt a one team approach

· Adopt a solutions focused approach to all activities 

· Support day-to-day finance activities as deemed appropriate including invoicing, claims
· Assist with collation and collection of impact and evidence from schools and businesses
Corresponding Duties 
· Always represent the Chamber and its members in a positive manner to partners and stakeholders.

· Develop own knowledge and contribute towards the education and skills arena pertinent to Doncaster.
· Ensure all engagement notes are updated accurately and with in 2 working days.

· Adhere to all policies and procedures at all times.

Key Performance Indicators

	· TBC with line manager
This description is a general statement of required major duties and responsibilities performed on a regular and continuous basis. It does not exclude other duties as assigned



	About you
· Experience of supporting and developing a calendar of events and/or training activities.
· Experience of working within an education, skills or training environment

· Experience of promoting events through a variety of channels, including social media, websites, advertising and other marketing.

· Ability to maintain accurate records and provide updates on delegate numbers and revenue generated.

· Able to work to deadlines and handle competing demands.

· Able to use initiative and solution focussed.

· Excellent attention to detail, and good verbal and written communication skills.

· Proactive and friendly manner.

· Understanding or experience of undertaking risk assessments for events and work experience placements (NBOSH qualified or willing to undertake the training within first 2 months of starting.
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