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Person Specification
British Society for Allergy and Clinical Immunology 

Events Coordinator 

	Knowledge & Experience 
	Essential/Desirable

	Two years or more experience coordinating or managing events/conferences
	Essential

	Experience of supporting and coordinating the work of committees
	Essential

	Ability to monitor & manage budgets, and producing regular income and expenditure reports.  
	Essential

	Working in the non for profit sector
	Desirable

	Experience marketing events using a variety of promotional techniques  
	Essential

	Able to manage a variety of external agencies and coordinate staff and volunteers and BSACI officers during events.  
	Essential

	Proven ability to develop successful projects/events
	Essential

	Strong administration skills, with the ability to take minutes at meetings.
	Essential

	Ability to produce high quality written materials for events and design for all literature.   
	Essential

	Qualifications

	Minimum of 2 A levels
	Desirable

	Excellent numeracy and literacy skills 
	Essential

	Skills & Abilities

	Able to use initiative by managing own workload and prioritising work in order to meet deadlines
	Essential

	Able to use all Microsoft Office especially Excel
	Essential

	Able to work under pressure unsupervised
	Essential

	Ability to work on a variety of tasks simultaneously & willingness to multi-task   
	Essential

	Excellent communicator, able to communicate effectively face to face at all levels over the phone via email etc..
	Essential


	Attention to detail and methodical approach to completing tasks 
	Essential

	Interest in learning and developing new skills
	Essential

	Personal Characteristics & aptitudes

	A positive self starter with lots of enthusiasm and motivation.
	Essential

	Responsible and trustworthy. 
	Essential

	Flexible approach to work and on rare occasions work overtime – min of three  night stay during annual conference is also required in return for TOIL from time to time. 
	Essential

	Good sense of humour
	Essential

	Commitment to Equal Opportunities
	Essential
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