Fight for Sight

JOB DESCRIPTION

Job Title:

Events Manager

Reporting to:
Director of Development and Marketing 

Location: 

London EC3
Hours: 

35 hours a week

Salary:

£28,000 - £30,000 plus 10% pension contribution

Purpose of the job:

The Events Manager will play a key role in delivering Fight for Sight’s events strategy in support of the charity’s ambitious growth plans.  The postholder will work with the Director of Development and Marketing to launch, develop and roll out a wide range of Fight for Sight’s own events in support of the strategy to source new revenue streams, increase Fight for Sight’s visibility and understanding amongst chosen target audiences and to generate contacts and supporters for future events.  The postholder will also ensure that Fight for Sight fundraisers in other events are supported and be responsible for working with Fight for Sight’s Regional Fundraising Committees.
Role and Responsibilities:
1) To help conceptualise, strategise and implement a 5 year programme of Fight for Sight’s own events including Carrots NightWalks and London fundraising events (eg wine tastings, art evenings etc);
2) To take the lead on the development of Carrots NightWalks by increasing the number of walks and participant numbers from the eye health sector and elsewhere;

3) To create feasible and realistic budgets per event;
4) To source and negotiate with appropriate venues;

5) To support the Director of Development and Marketing in creating and negotiating sponsorship packages and identifying/approaching appropriate sponsors;

6) To source and liaise with all agencies involved in logistical support of events and to manage and coordinate all on-site logistical support activity with chosen agency;

7) To liaise with the Marketing Officer and Media & Communications Officer to ensure appropriate celebrity acquisition in support of events, all event collateral is compliant with brand guidelines, pre and post event coverage/promotion is in line with event growth strategy and sponsorship packages are delivered correctly;
8) To work with Fight for Sight’s existing Regional Fundraising Committees to develop events (eg Golf Days);
9) To work with the Director of Development and Marketing to establish new Regional Fundraising Committees;
10) To ensure that all participants raising money for Fight for Sight in third party events are supported; and
11) To ensure that community fundraisers are supported.
Notes 

This job description is indicative only and does not form part of the contract of employment with the postholder.

As with all other posts in the charity, the postholder will be expected to be largely administratively self-servicing.

