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	Job Title
	Event Executive

	Department
	Big Bang (Communications)

	Reporting to
	Big Bang Senior Event Manager

	Contract
	Temporary Contract (6 months) February ‘22 – July ‘22

	Salary range
	£25,500 - £28,000


About EngineeringUK

EngineeringUK is a not-for-profit organisation, which works in partnership with the engineering community to inform and inspire young people and grow the number and diversity of tomorrow’s engineers. We work locally, regionally and nationally with a wide range of organisations across business and industry, education, professional institutions and the third sector to understand the engineering sector and the skills it requires. We work in partnership with these organisations to develop and promote effective initiatives and programmes to inspire young people to consider a career in engineering.

We guided by a series of values that we apply to all our activity:

We are insightful and open and honest with our insight so that everything we to inspire young    people into engineering is based on clear and up-to-date evidence, gained by listening to and learning from our community.

We are courageous and dynamic in the development, piloting and promotion of ideas and activities which can help us all to inspire tomorrow’s engineers and increase the talent pipeline for engineering. 

We are passionate about inspiring a new generation on engineers and a positive difference to young people’s lives.

We are inclusive, with partnership and collaboration at the heart of what we do. We are determined to reach those people who are under-represented in modern engineering
About the role

This new role will support the operational delivery of the Big Bang Fair and Big Bang Digital events reporting into the Senior Event Manager. This is an exciting opportunity for an early career starter to gain experience in digital and face-to-face events with a focus on inspiring the next generation to consider careers in Science, Technology, Engineering and Maths (STEM). This role provides the opportunity to gain hands-on experience of event delivery and content curation for The Big Bang Fair and Big Bang Digital, which are large-scale, multi-stakeholder events. 
The role will be based at the EngineeringUK offices at 10 Lower Thames Street, London EC3R 6EN with occasional travel in the UK, although all staff are currently working from home in line with government guidelines and we are likely to adopt a blend of home and office-based work in the future.

Role responsibilities

· Co-ordinating venue suppliers and managing their orders including catering, accommodation, medical and security

· Operational management of small side events at the Fair and during the year such as Big Bang at Parliament and exhibitor kick-off meetings. 

· Co-ordinating the design and order of branded collateral for The Fair

· Support the Content Manager in researching potential content and panellists for our events. 

· Supporting the Senior Event Manager and Content Manager with our stakeholder management process, ensuring exhibitors, digital content providers and panellists are informed and supported through their engagements with us.   
· Ensuring the Big Bang website is updated with exciting and inspiring information about exhibits and digital content. 

· Providing general logistics and production support to the Senior Event Manager as required.
· Providing onsite support to the Senior Event Manager, wider event team, exhibitors and general event visitors

· Liaising with suppliers as required

· Carry out other tasks or duties as directed and required 
· Work in line with EngineeringUK’s values, to be passionate, courageous, insightful and inclusive

· Work in line with EngineeringUK’s Quality Management System and data protection and safeguarding policies at all times.
Person specification 

Essential experience and attributes 

· Strong attention to detail 
· Good communicator 

· Committed and resourceful.

· Ability to think creatively and innovatively whilst working under pressure. 

· Ability to work independently and flexibly within a rapidly changing environment

· Willingness to learn and develop new skills sets as required 
Desirable experiences and attributes
· Proven experience in an event delivery role either within an organisation or agency

· Experience supporting the delivery of both face-to-face and digital events. 

· Experience of working on an event for young people
· An interest in STEM and its applications 

· A desire to inspire young people to explore a future in STEM 

Applying for this role

Please send a CV and statement (no longer than 2 sides) in support of your application explaining how you fulfil the key criteria for the role by email to HR@engineeringuk.com, quoting the job title in the subject of your email. Please also tell us where you saw the job advertised in your email as we are currently tracking our applications.

The deadline for applications is before 12:00 noon on 07 December

Interviews 
Applications will be assessed against the requirements for the post as set out in the Role Profile and  Person Specification.

EngineeringUK are working hard to be a disability confident employer. Please let us know if there are any reasonable adjustments we can make for you during this recruitment process and beyond.

We aim to notify candidates who have been shortlisted on 09 December. If you have not heard from us  after this date, please assume that you have not been successful.

First interviews will be held virtually between 14 – 16 December 

EngineeringUK is an inclusive organisation; we welcome everyone with all skills, experiences, and backgrounds. 
Each applicant will be individually assed regardless of gender, sexual orientation, pregnancy or maternity, marital or civil partner status, gender reassignment, ethnicity, colour, or national origin, religion or belief, disability or age.

We are an equal opportunities employer and are open to flexible working, including job share.












