
Events Manager - 12 months maternity cover at Brighton
Chamber

Job description

We are looking for an Events Manager to join our team, someone who’d be brilliant at taking
on organising our events programme from December for twelve months.

The Events Manager leads on and organises the Chamber’s extensive events programme
(last year we ran 130 events!) to help our members to connect, learn from each other and
grow their businesses.

Brighton Chamber is an entrepreneurial, not-for profit independent Chamber supporting
businesses, charities, and social enterprises to meet, learn and grow. Our networking and
learning events are well attended, trusted, and well known for being professional and
organised.

Organising the Chamber’s events involves working closely with the membership team,
having ideas for developing the programme, thinking creatively about marketing the events,
and preparing for and managing the events on the day. It’s a varied job, and each day can
be very different!

The Events Manager oversees the work of the Events Assistant, working together and
alongside the wider team to create, deliver and market our events

Every member of the Chamber team helps to promote the Chamber and encourage new
members to join, and existing members to benefit from their membership.

This job includes:

Event Management

● Using the event plan to produce a variety of events that will appeal to Chamber
members.

● Organising the programme three months ahead, with input and help from the team
● Keeping the Chamber team informed with relevant information for decision making.
● Building relationships with speakers and trainers, making sure they’re briefed well

and benefit from working with us
● Responsible for the smooth running of events on the day. This includes being at the

events or ensuring the team are well briefed and are dealing with any issues at the
event.

● Overseeing the work of the Events Assistant, working together to deliver brilliant,
high-quality events.

● Working with the Membership Team to develop new ideas to help our members meet,
learn and grow.



Marketing

● Overseeing the timely marketing of the events so that they’re well attended.
● Overseeing the setting up of event promotion pages on Eventbrite and the Chamber

website.
● Working with the team to identify new ways to promote the events to members and to

a wider audience.
● Regularly reviewing and improving our email marketing campaigns, with our

Membership & Marketing Manager, using analytics and, along with the membership
team, tap into the expertise of our members.

● Liaising and working with Chamber ambassadors, such as copywriters and designers
providing briefs and timescales – ensuring that they have a good experience of
working with us

Financial

● Preparing and managing an annual budget for the events.
● Ensure events targets are met in terms of number of events, number of attendees

and income.
● Finding and booking venues, negotiating prices within our budget, and overseeing

payments, arranging catering etc.

Building relationships

● Being the face of the Chamber at events and ensuring a warm welcome.
● Assist in encouraging new members to join and engaging existing members by

dealing with enquires about Chamber membership from attendees at events, by
phone and from speakers and venues.

● Building relationships with Chamber members to understand what they are seeking
from their Chamber membership.

There may be other areas of responsibility depending on the skills of the post holder.

This role description is not exhaustive, and it will be subject to periodic review and may be
amended to meet the changing needs of the business.

About you

● Two years’ relevant experience
● Highly organised and good at managing multiple deadlines with varying priorities
● Excellent attention to detail
● A strong and confident communicator
● Good negotiating and persuasive skills
● Proactive and creative approach to problem solving
● Able to take responsibility for targets
● Enjoys working collaboratively within a team
● Understanding of marketing activities and using social media for business



● Experienced in communicating with and managing a variety of stakeholders
● Excellent digital skills and experience of using online software such as CRM

systems, Eventbrite, Mailchimp and updating websites
● Commitment to equal opportunities and respect for diversity

About us

Brighton Chamber is a not-for-profit independent Chamber supporting businesses, charities
and social enterprises to meet, learn and grow. We are a small team of six and we’re
involved in lots of initiatives and activities that help people that run and work for businesses
succeed and thrive.

Place of work

We offer hybrid working with a mix of working from our office at Barclays Eagle Lab and
remotely from home or other workspaces as well as attending events.

Salary

The salary range is £27,000 - £30,000 per annum depending on experience. The position is
full time for 12 months starting on 1 December.

To apply

Please send your CV and a covering letter to tell us why you are applying for this job and
what you feel makes you a good fit for this role and send to Laura Barban at
laura@brightonchamber.co.uk

https://www.brightonchamber.co.uk/
mailto:laura@brightonchamber.co.uk

