
Job Title:  Events Assistant  

Job Holder:  TBA  

Line Manager:  Executive Director  

 

Job Purpose:   

To provide effective assistance and support to the organisation in order to ensure that 

delegates have a positive experience when booking, preparing for and attending SCONUL 

events. 

Principal Accountabilities (Responsibilities): 

 To process bookings for events through ensuring delegates are properly 

registered, monies are collected, and relevant information provided to them 

in a timely manner, so that the pre-event experience for delegates is 

positive. 

 To prepare and collate materials to be provided to delegates at each event 

in line with specifications provided 

 To support the SCONUL Coordinator in delivering the events programme. 

 To support the SCONUL Coordinator in ensuring the smooth running of 

events on the day.  

 To attend events venues on the day in order to assist the SCONUL Co-

ordinator with their smooth running. 

 To undertake a range of administration and office assistance tasks as 

appropriate, such as answering phone calls, undertaking reception duties, 

etc.  

% Time 

 

 

40% 

 

 

20% 

 

20% 

 

20% 

Resources for which Accountable (Financial and non-financial): 

 None 

 Notify SCONUL Co-ordinator of any low supplies or other resource requirements 

Internal and External Relationships (degree of influence): 

 Members and delegates – receiving visitors and providing basic information in person 

or by telephone 

 Suppliers (e.g. caterers for events) – to confirm arrangements and liaise over details 

Extent of Planning and Organising: 

 Conferences and events: processing bookings for 2 or 3 events at any one time.   

 Generally working to short deadlines. 

Qualifications, Knowledge and Experience: 

 A levels or equivalent 

 Experience of office/administration support 

 Experience of working independently, organising and prioritising work 

Skills, Abilities and Competencies: 

 Proficient in the use of a variety of IT systems  

 Good interpersonal skills, including tact, diplomacy and confidentiality  

 Ability to communicate effectively with people at all levels 

 Ability to manage workloads and deal with conflicting deadlines effectively 

 


