
Events Officer    

Role description 
The Academy’s events are a critical driver of its influence, reputation and impact across biomedical and health research. They convene experts, stakeholders and audiences to explore the issues that matter most and help advance the Academy’s mission. 
The Events Officer supports the planning and delivery of a diverse portfolio of in person and hybrid events. Working across teams and with internal and external contributors, the postholder coordinates logistics, maintains accurate records and timelines, and provides excellent customer service to speakers and attendees. The role helps ensure events run smoothly, reflect the Academy’s standards, and contribute to organisational priorities. 
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Job level
Grade 6: Officer 
Reports to
Events Manager  
Salary
£35,560 - £42,672
Direct reports
None
Department
Operations
Role duration
Permanent


Location
41 Portland Place, London, W1B 1QH



About the role

Event Planning and Operational Delivery  
· Support the planning and delivery of Academy events across all teams, including lectures, seminars, workshops, receptions and discussion meetings. 
· Manage core event logistics such as room bookings, AV requests, catering, delegate lists, event materials, and on the day operational support. 
· Coordinate events delivered at 41 Portland Place and external venues, managing logistics and supplier arrangements as required. 
· Ensure events are delivered in line with agreed timelines, standard operating procedures, and quality standards. 
· Work with colleagues to sequence events effectively across the calendar, ensuring timings, formats and themes complement one another and support organisational priorities. 

Cross-Academy Working and Coordination 
· Work collaboratively with colleagues across Academy teams to support consistent, high‑quality event delivery. 
· Act as a day‑to‑day operational point of contact for event‑related queries from internal teams. 
· Share information, track progress, and flag dependencies or risks to the Event Manager to support coordinated delivery across teams. 
· Help reduce duplication by encouraging the use of agreed processes, templates and planning timelines. 

Administrative and Process Support 
· Maintain a central calendar and accurate records for all events. 
· Prepare core event documentation including planning checklists, schedules, speaker briefings and risk assessments. 
· Assist with budgeting and process purchase orders and invoices in line with Academy procedures. 
· Support the ongoing maintenance and use of event templates and operational documentation. 

Stakeholder and Speaker Coordination 
· Liaise with speakers, chairs and contributors from across the Academy’s networks, providing clear, timely information. 
· Support speaker logistics including travel arrangements, briefing notes and on‑the‑day event coordination. 
· Work with external suppliers and venues, building and maintaining relationships to ensure smooth and consistent delivery of events. 

Marketing, Communications and Registration 
· Coordinate event webpages, registration links, invitations and delegate communications in collaboration with communications colleagues. 
· Support attendee management including event bookings, registration lists, name badges and post‑event evaluation and follow‑up. 
· Ensure event communications are accurate, timely and aligned with Academy standards. 

Evaluation and Continuous Improvement 
· Collect and record event data, feedback and attendance figures to support evaluation of Academy events. 
· Contribute to post‑event debriefs and summaries, sharing insights to support learning and service improvement. 
· Work with colleagues and the Event Manager to trial and implement improved ways of working, ensuring changes are documented, embedded and shared across teams. 

Operational and Venue Support 
· Assist with managing event resources and equipment at 41 Portland Place, including badge printing, stock checks, and storage/room setup requirements. 
· Provide on the day venue support, including registration desk cover, room setup checks, and liaison with AV and catering teams. 
· Support a culture of commercial awareness by helping the team follow good supplier, budgeting and resource practices that enable sustainable delivery and future revenue generation. 


What success looks like (first 6–12 months) 
· Events are consistently delivered to schedule, with accurate run sheets, supplier bookings and clear roles on the day. 
· Speakers and attendees receive timely, professional communications and report a positive experience. 
· Central records (calendar, delegate lists, budgets, POs/invoices, risk assessments) are complete, up to date and easy for colleagues to use. 
· Post-event feedback and learning is captured promptly, with practical improvements adopted and documented.
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About you

· Experience supporting or coordinating events (in person and/or hybrid), with confidence managing multiple workstreams at once. 
· Excellent organisational and time‑management skills, with the ability to manage competing priorities. 
· Clear and confident written and verbal communication skills. 
· Customer‑service mindset with the ability to provide welcoming, responsive support to attendees. 
· Strong attention to detail and commitment to quality. 
· Ability to work collaboratively with colleagues from different teams and disciplines. 
· Confidence following structured processes, templates and agreed ways of working. 
· Ability to remain calm, solution‑focused and service‑oriented when faced with on‑the‑day event issues and queries. 
· Competent user of Microsoft 365 (e.g., Outlook, Word, Excel, PowerPoint, Teams) and confidence learning new digital tools, including AI enabled applications. 
· Willingness to work occasional evenings and weekends. 
· Familiarity with event registration and/or CRM systems (e.g., Eventbrite, Cvent, MS Dynamics or similar) and good data handling habits. 









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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