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THE BRITISH SOCIETY FOR ALLERGY AND CLINICAL IMMUNOLOGY

JOB DESCRIPTION

Job Title: 

Events Coordinator

Responsible to:
Chief Executive

Responsible for:
Managing and coordinating the educational activities of the 



society including the annual meeting.

Location:

London, UK

Hours:


21 hours per week
Salary:

£30,000 pro rata    

The Society

The British Society for Allergy & Clinical Immunology (BSACI) is medical society, which supports its membership who have an interest in allergy and clinical immunology, in providing a high quality, NHS based service for the treatment of people with allergic disease and other disorders of the immune system.
Summary of the role

The post holder will be responsible for organizing all aspects of the society’s annual conference and coordinating activities relating to the education programme of the society’s work.  Where appropriate organise, and attend  meetings/conferences/workshops to actively promote the work of the society, in particular the educational work of the society. As well as coordinate the workings of any committee/working group related to the educational activities of the BSACI. The overall expectations of the post holder will be; 

· To coordinate and support the work of the BSACI Annual Meeting Committee to ensure all agreed actions/activities are carried out within an appropriate time frame.

· To assist and support the development of education activities undertaken on behalf of other BSACI sub-groups by coordinating meetings, producing literature and undertaking the lead on promotion.

· To work closely with similar organizations promoting educational activities and organizing logistical aspects of an education programme which can include meetings/conferences and workshops as agreed by the BSACI Officers and Meetings Committee.   

· To actively promote the BSACI and its’ educational activities using a variety of marketing tools.

· To undertake all administration relating to the educational activities including; corresponding with delegates, speakers, agencies, committee members, variety of organizations, venues etc….

· To effectively monitor & manage income and expenditure budgets for all educational activities as well as financial transactions (except delegate transactions) to ensure they keep within the agreed budget.

· To overall work with the BSACI sub committees/groups to actively plan, develop and resource a high standard successful educational programme that meets the needs of those working within allergy and clinical immunology.

Main duties and responsibilities for the annual meeting:

To coordinate and support the work of the BSACI Annual Meeting Committee to ensure all agreed actions/activities are carried out successfully and within an appropriate time frame.

· The post holder will manage the work of the committee by organizing meetings, drafting agendas, taking minutes, and ensuring all actions by members and post holder are carried out effectively and within the appropriate time frame. 

· Liaise regularly with the BSACI Meetings Secretary and provide status reports at each meeting.    

The BSACI Annual Meeting involves someone who can:

· Liaise with speakers before, during and after the conference. Book accommodation, confirm talks, send out information to ensure speakers are well supported. 

· Produce all literature for the meeting; write copy for all promotional materials, leaflets, conference programme, as well as design and organize distribution of materials.

· Undertake promotion of the meeting by producing an effective marketing strategy with which to target relevant audiences including timescales.

· In conjunction with the Meetings Secretary actively promote the Barry Kay Award to ensure important novel research is submitted to the meeting. Also encourage assistance from senior members of the society in order to reach maximum potential for submissions.

· Work with the Chief Executive of the BSACI by liaising with all exhibitors and sponsors regarding their requirements during the meeting and organizing stands at the conference
· Work with conference venue to ensure all appropriate facilities, equipment, room bookings, IT and other requirements are in place for the duration of the conference.

· During the three day meeting coordinate staff, volunteers and committee members to assist with the activities of the conference, ensuring there is cover, where needed, at all times. 

· After the conference ensure tidying up of meeting and any actions are completed eg: invoices relating to income and expenditure are actioned within appropriate timescale and send out thank you letters and collate any feedback received.  
· Work with the Society Administrator to ensure all database transactions have been completed and assisting with any that are outstanding. 

· NB:  This list is not exhaustive; it merely highlights the main duties the post holder can expect to undertake. 

Financial Management

· To investigate areas where BSACI may be able to generate further income from its annual meeting and educational activities.

· To keep within the agreed expenditure budget and alert the Chief Executive to any possible unplanned expenditure and any unexpected income.

· To work with the Society Administrator in setting up new fee structures on the database as agreed by the committee. 

· Ensure all invoices are processed within appropriate timescale.

Notes: This is an all encompassing role where the post holder will be expected to think on their feet, however they are not expected to know about the allergy education needed as this will be assessed by each group/committee for the post holder to implement.  The post holder will be managing the operational side/logistics of the educational programme. 
This is a relatively new post, where the successful post holder will be working from the BSACI office in London, alongside three other members of staff.
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