[image: image1.png]




Conference Logistics Manager
Global Finance 
Reports To: Karen Roberts (Head of Logistics)
Location: 3rd Floor, Maple House, 149 Tottenham Court Road, London, W1T 7AD
Deadline to Apply: 16.12.2015
Duration of Contract: 1 year maternity cover 
About Us:

A global leader in community-based networking & knowledge transfer, we are the world’s biggest events producer with several thousand events annually welcoming 150,000 delegates in over 70 countries. The Knowledge & Networking division portfolio of training, learning, conference, advisory and congress events is centered around communities in key industry verticals, including finance, life sciences, and technology, providing the highest-quality content and thought leadership alongside platforms for connecting and collaborating, giving our customers real advantage. 

Role Summary:

· Manage all logistical aspects of the event: venue, conference and speaker requirements

· Book bedrooms and flights for all staff 

· Manage Health & Safety – prior to event, approval of venue, daily checks on site, risk assessment of venue (training will be given)

· Provide information and liaise with Exhibitors/Sponsors/Speakers pre-show:

· Communicate set-up & break-down timings in line with the venue/hotel contract

· Discussion/evaluation meeting with sales team and production team to determine   sponsor requirements

· Establish deadlines and provide assistance with speaker preparations (flights, accommodation)

· Specific speaker AV requirements (rehearsals, technical support etc.)

· Budgeting

· Maintaining a budget sheet throughout the planning of the event to keep on track of costs

· Closely monitoring event costs with Head of Logistics 

· Coding invoices to the correct event and tracking payments to ensure that suppliers and speakers are paid in a timely manner

· Supplier liaison to ensure all event requirements are serviced at a minimum cost

· AV requirements to meet spec. provided by speaker, producer, sponsorship & exhibitions

· Manage shipping of goods to and from venue

· Number calculation for documentation & lunch ordering using exhibitor, guest, speaker & delegate figures

· Brief venue/hotel of required configuration and specific conference requirements, pay attention to cut off dates for rooms, cancellation policies and payment of deposits

· On site responsibility 

· Main point of contact for delegates, speakers and hotel 

· Please note overseas and UK travel to attend your events is an integral part of the role

· Post-Conference Tasks

· Set up of the post-event presentation website ensuring live within a week of the event ending, converting all presentations into PDF, gaining authority from all speakers, signing off final agenda with producer

· Pay suppliers & administrators
· Calculate forecasts & monitor accounts when paying invoices 
Key Skills Required:

· Administration 
· Maintaining clear conference files and keeping appropriate records of all communication and certain vital procedural detail. Excellent organisation skills
· Multi-tasking & time management 
· Managing the demands of multiple conferences and being able to prioritise the different tasks successfully.
· Communication 
· Maintain appropriate level of contact with all speakers on your conferences ensuring that they have all of the information they need to present at a conference and also that you obtain all of the necessary deliverables from them by the specific deadline for that conference.

· Maintain appropriate level of contact with members of the event team in house  
· Accuracy 

· Focused (calm) – able to cope with the pressures of multiple deadlines and responsibility

· Computer literate - confident working in Excel, Word, PowerPoint & Outlook

Critical Skills and Qualities:

· Superhuman organisational ability! Time management skills are vital and ability to multi task

· Proven record of organising successful events through an agency, a corporate company, or within a hotel/venue

· Prior customer service experience would be very advantageous

· Professional, client-focused manner on the phone, by email and in person

· Capable of acting on one’s own initiative, of thinking as well as responding on the spur of the moment and handling difficult situations in a calm and professional manner

· Ability to work on multiple tasks at the same time and to prioritise

· Excellent attention to detail, 100% accurate, meticulous 

· Patient and understanding when dealing with difficult clients

· Able to work well on one’s own as well as together with the rest of the team and enjoys a busy working environment

· Competent and confident with computers (Microsoft Office, Outlook etc. – knowledge of SAP would be an asset but not essential)

· Proven ability to use initiative when required and to go ‘above and beyond’ in order to deliver excellent customer service.

Interested applicants should send a covering letter and CV to Karen Roberts (Head of Logistics) to Karen.roberts@informa.com for more details contact Karen on 020 701 77922.

Internal applicants must inform their line manager if they wish to apply for this role
Candidates must be eligible to work in the UK.

