
Events Manager  

Role description 
Lead a high-profile events portfolio that strengthens the Academy’s influence across biomedical and health research.
The Academy’s events are a strategic lever for influence, reputation and impact across biomedical and health research. They shape what we are known for, who we reach, and how effectively we bring the right people together to share evidence and drive change. 
As Events Manager, you will lead an organisation-wide portfolio spanning in-person, hybrid and digital formats. You will set standards, improve planning and governance, and ensure every event delivers a high-quality experience for speakers, guests and partners. 
Working with senior colleagues, you will help make clear, evidence-based decisions about what we convene, why, and for whom—balancing impact, feasibility, risk and resource. You will also develop mission aligned commercial opportunities (for example commissioned events, partnerships and venue hire) that extend our reach while protecting our values and reputation. 




	Job level
	
	Reports to
	

	Salary
	
	Direct reports
	

	Department
	
	Role duration
	

	
	
	Location
	


Job level
Grade 4: Manager/Specialist
Reports to
Head of Operations and Infrastructure
Salary
£55,340 - £66,408
Direct reports
1x Events Officer
Department
Operations
Role duration
Permanent


Location
41 Portland Place, London, W1B 1QH



About the role

Strategic Leadership and Impact 
· Own the annual plan for the events portfolio, ensuring it aligns to organisational priorities and delivers measurable value. 
· Provide expert advice to teams and senior stakeholders on event objectives, formats, audiences and feasibility. 
· Use insight and evidence to prioritise where the Academy should (and should not) convene to maximise impact and reach. 
· Champion events as a strategic asset, strengthening the Academy’s thought leadership and external engagement. 

Programme Oversight and Delivery 
· Lead end to end delivery of complex, high profile events (in person, hybrid and digital), setting the standard for quality and professionalism. 
· Put in place robust plans, suppliers, run of show and stakeholder coordination to deliver a smooth speaker and attendee experience. 
· Anticipate and manage risks, issues and trade-offs, taking decisions that protect delivery quality, reputation and value for money. 
· Ensure events are inclusive and accessible, meeting relevant standards and contributing to the Academy’s wider inclusion goals. 



Standards, Coordination and Organisational Capability 
· Set and maintain event standards, templates and guidance so teams can deliver consistently high-quality events. 
· Coordinate event activity across the organisation to improve alignment, reduce duplication and strengthen forward planning. 
· Lead the Events Community of Practice, sharing learning and building capability across teams. 
· Line manage the Events Officer and any temporary events staff, supporting development, wellbeing and effective workload planning. 

Insights, Evaluation and Continuous Improvement 
· Own and improve the event planning framework (standards, timelines, governance and tools) to enable proportionate, high-quality delivery. 
· Design evaluation approaches and use data and feedback to improve event quality, audience experience and strategic contribution over time. 
· Identify opportunities to standardise or centralise activity where it improves efficiency, quality and organisational confidence. 

Commercial Development and External Partnerships
· Develop a focused, mission aligned commercial events offer that supports sustainability while protecting the Academy’s reputation and values. 
· Identify income opportunities through commissioned events, partnerships and venue hire, building strong external relationships to deliver them. 
· Use market insight to spot emerging opportunities where the Academy can offer distinctive value. 
 
Governance, Resources and Stewardship 
· Own event budgets, forecasting and reporting, ensuring transparency, value for money and effective cost control. 
· Maintain programme oversight through schedules, delivery reporting and risk management to support informed decision making. 
· Ensure compliance with relevant requirements (health and safety, safeguarding, accessibility and data protection). 
· Provide strategic oversight of event facilities and key suppliers (including catering, IT and AV) to ensure seamless delivery. 
 

Academy of Medical Sciences

[image: ]


About you

· Significant experience delivering complex, high profile, events across in person, hybrid and digital formats. 
· Strong planning and operational management, including supplier management and end to end delivery governance. 
· Budget management and financial stewardship (forecasting, cost control and reporting). 
· Excellent stakeholder management skills, with the confidence to advise and influence senior colleagues. 
· Commitment to inclusive and accessible event design. 
· Confident using digital tools (including AI enabled tools) and data to improve planning and delivery. 
· Experience shaping an organisation wide events portfolio and advising on prioritisation and impact. 
· Experience building or growing an income generating events offer (for example sponsorship, commissioned events, venue hire or partnerships) desirable. 
· Line management experience and/or coaching colleagues to improve event practice. 

Other requirements: This role will occasionally require evening and weekend working to support event delivery (time off in lieu will apply where appropriate). 








Benefits

We provide our staff with a comprehensive benefits package outlined as follows: 
Competitive Rewards 
· Generous pension scheme with flexible contributions – we contribute between 8% - 13% of your gross salary (with employee contributions of 3% - 8%) 
· Life assurance at three times your salary 
Work-life Balance 
· Hybrid and agile working.  50% office attendance.
· 26 days annual leave, plus Christmas closure days and bank holidays 
· Buying and selling leave
· Family-friendly policies including enhanced maternity and paternity leave (subject to a qualifying period) 
Wellbeing and Development 
· Complimentary subscriptions to Headspace and Classpass to support your physical and mental wellbeing 
· Support through tailored learning and development 
Additional Benefits
· A range of enhanced benefits become available once you’ve completed your probation period
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