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Position Title: 		Events and Commercial Partnerships Manager
Reporting to: 		Managing Director
Direct Reports :		None 
			

Somerset Chamber of Commerce Introduction

Somerset Chamber of Commerce is one of only 52 Chambers nationally that are accredited by the British Chambers of Commerce (BCC). Somerset Chamber is the business representative organisation for Somerset. Being a membership organisation, the Chamber is funded by business, for business, and has a key role with championing business in Somerset but also supporting the vibrant community of chamber members to connect, influence and grow.

It's an exciting time to join Somerset Chamber. The membership is the highest for over 5 years and the Chamber has ambitious plans to grow its community of members through the creation and delivery of a new strategic plan. To achieve this, we are investing in developing a first-class team focused on service excellence and business growth.

A varied and engaging calendar of events to bring the chamber community member together is a key aspect of Somerset Chamber activities. Somerset Chamber is seeking to recruit a dynamic, personable and commercially focused Events and Commercial Partnerships Manager to join an experienced team.  

Role Overview

The role of Events & Commercial Partnerships Manager will create and drive an engaging, varied and commercially successful annual calendar of events at the Chamber. The role requires a focus on listening and responding to members, liaising with multiple stakeholders, financial acumen and a commercial mindset, alongside the ability to engage and develop successful relationships with event sponsors. 
Principal Accountabilities
Event planning
· Work alongside the Managing Director and Chamber team to develop an annual Events Delivery Plan
· Ensure the programme of events set out in the Events Delivery Plan are delivered meeting member and stakeholder expectations, achieving the annual events revenue and profit targets
· Propose new potential venues, speakers and event ideas

Commercial partnerships and business development
· Liaise with venues to agree commercially viable event costs
· Proactively contact potential event sponsors to discuss and offer sponsorship packages
· Meet potential sponsors, understanding sponsor objectives and agree sponsorship packages
· Ensure sponsors are invoiced and kept up to date with events progress

Event delivery
· Be the point of contact to lead and manage Somerset Chamber events
· Liaise with venues ensuring all arrangements are in place for Chamber events
· Delegate tasks to Chamber staff, ensuring each event has staff resource in place to manage front of house and member networking
· Engage with wider events stakeholders, such as panel and keynote speakers, ensuring all arrangements and briefings are in place
· Ensure all events equipment and presentation slides are ready before an event
· Assist in set up/pack up for events 
· Provide and ensure exceptional customer service is delivered at Chamber events and in all communication with members

Marketing and communications
· Create engaging event descriptions for the Chamber website
· Assist with the management of events social media accounts alongside the Chamber PR & Communications Executive 
· Design event marketing literature
· Capture photographs at events, liaising with professional photographers and videographers for larger scale events
· Ensure targeted event invitations are sent to Chamber members
· Create presentation slides to be used at events

Administration
· Communicate updates with event delegates and partners in the lead up to an event
· Support the administration and development of the CRM system
· Analysing event attendee feedback
· Upload event photos to the event gallery on the Chamber website
· Provide support to other departments when necessary as agreed with the Managing Director
· Create a monthly events board report for the Managing Director to submit to the Chamber Board

Person Specification
Essential
· A minimum of 3 years events management experience.
· A minimum of 5 years business to business sales experience.
· Excellent communication skills, both written and telephone manner.
· Computer competency including Microsoft Office Suite of products and CRM systems.
· Creative flair for designing event marketing material and setting venues.
· Excellent planning skills with attention to detail.
· Flexible approach while working alone and as a committed player team.
· Flexible approach to working times, as out of hours working will occasionally be requested.
· Access to own transport to support hosting of events around the county.
· Ability to multi task.
· Ability to represent the Somerset Chamber professionally at all times.

Desirable
· A degree level qualification such as a Business Management or Events Management.
· Experience of web editing.
· Experience of videography and editing.
· Understanding of marketing techniques including social media.

Terms & Conditions 
· Working Hours – Permanent, Full time 37.5 hours per week, Monday to Friday
· Working hours will vary depending on event times, including breakfast events and evening dinner events (Time Off in Lieu provided)
· Working arrangements - Flexible and hybrid working (minimum 2 days in the Taunton office, remainder of the week working from home)
· Travelling Expenses – 45p per mile (from Taunton office for business mileage) 
· Holiday – 25 days per year (plus bank holidays) increasing with length of service 
· Benefits – healthcare plan, free car parking, pension, well-being support and benefits access to GP and counselling services, hybrid working
· Annual salary – £35,000 


Application process
· To apply, email a CV and covering letter to the David Crew the Managing Director at manager@somerset-chamber.co.uk
· Closing date is Friday 6th June. 
· Shortlisting to take place following the closing date
· Interviews to take place following the closing date and to involve a presentation, panel interview with the Managing Director and board directors, and an opportunity to meet the Chamber team. 
· The successful post-holder can commence the role as soon as possible. 
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