


 

x To undertake health and safety duties and responsibilities appropriate to the role 

x To work in accordance with the University’s Equal Opportunities Policy and the Staff Charter, promoting equality 

and diversity in your work 

x To make full use of all information and communication technologies in adherence to data protection policies to 

meet the requirements of the role and to promote organisational effectiveness 

x To conduct all financial matters associated with the role in accordance with the University’s policies and 

procedures, as laid down in the Financial Regulations 

 

Key Working Relationships:  

x Enterprise & Events Manager 

x Enterprise Practitioner 

x Not just a shop Manager 

x Head of Careers and Employability 

x Deputy Head, Careers and Employability 

 
Specific Management Responsibilities 
 
Budgets: TBC 
Staff: N/A 
Other: 

 

 
Job Title:   Events Coordinator    Grade:      3  
 
Person Specification  

 
Specialist Knowledge/ 
Qualifications 
 

 
Knowledge of Employability and Enterprise Education in the HE Sector 
(desirable) 
 
Knowledge and understanding of creative student and graduate professional 
development needs (desirable)  
 
Degree or higher level qualification (desirable) 
 

 
Relevant Experience  

 
Events Coordination  / Management 
 
Experience in the creative industries (desirable) 
Experience in education environment or working with students or graduates 
(desirable) 
 

Communication Skills 
 
Communicates effectively orally, in writing and/or using visual media. 
 

Planning and Managing Resources 
 
Plans, prioritises and organises work to achieve objectives on time 
 

Teamwork 

 
Works collaboratively in a team and where appropriate across or with different 
professional groups. 
 
Develops collaborations with internal and external stakeholders 
 

Student Experience or Customer 
Service 

 
Understands student and graduate needs and provides a positive and 
responsive experience and service.  
 

Creativity, Innovation and Problem 
Solving  

 
Uses initiative or creativity to resolve problems 
 

 


