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Role – Events Manager
Salary – £27,000 - £29,000 per annum
Reporting to – Head of Events
About Greater Manchester Chamber of Commerce
The award-winning Greater Manchester Chamber of Commerce provides first-class business support to a diverse Membership of companies from all sectors. Greater Manchester Chamber of Commerce is one of the UK’s largest Chambers of Commerce, working with over 3,500 business members accounting for over a third of the Greater Manchester workforce. The Chamber is focused on helping businesses to thrive locally, nationally and globally. We are an Investors in People Gold accredited organisation with a strong commitment to employee wellbeing, personal development and creating a positive, supportive working environment.
Role Summary
We’re looking for a proactive, commercially minded and highly organised Events Manager to join our Events Team.
Working closely with the Head of Events, you will take ownership of the planning and delivery of a varied programme of business events, while also playing an active role in developing event content, sponsorship, partnerships and commercial opportunities.
This is a varied, hands-on role requiring someone who can combine excellent event management and attention to detail with creativity and commercial awareness. You will contribute to event themes and content, help identify and manage speakers, develop presentations and panel questions, build sponsor and partner relationships and identify opportunities to grow attendance and income.
You’ll be comfortable getting into the detail needed to deliver an excellent event, while also looking beyond the logistics to understand the audience, spot opportunities and help develop events that are relevant, engaging and commercially successful.
Main Duties and Responsibilities
Take ownership of the planning, organisation and delivery of a varied programme of Chamber events.
Develop detailed event plans and manage activity from initial concept through to delivery and post-event follow-up.
Coordinate venues, suppliers, speakers, sponsors and other stakeholders to ensure events are professionally delivered.
Work closely with the Event Executive, utilising their support with CRM updates, invoicing, delegate information, dietary requirements and wider event administration.
Be hands-on and flexible in supporting event delivery, responding proactively to issues and changing requirements.
Work with the Head of Events to develop engaging event themes, formats and concepts that respond to the interests and challenges of the Greater Manchester business community.
Work with Marketing colleagues to ensure event messaging clearly communicates the content and value of attending.
Take a commercial approach to the development and delivery of events, considering attendance, income, sponsorship and wider opportunities.
Identify opportunities to increase delegate attendance and event income.
Monitor event performance against agreed budgets, income targets and KPIs.



Knowledge, Skills and Experience
Experience of organising and successfully delivering events / or Project Management Experience
Strong organisational skills with excellent attention to detail.
Commercially minded, with the ability to recognise and develop income, sponsorship and partnership opportunities.
A proactive approach and confidence taking ownership of projects and events.
Strong relationship-building and communication skills.
Strong written communication skills and the ability to develop presentations, speaker briefs and panel questions.
Comfortable working towards agreed commercial targets and KPIs.
Ability to manage multiple events, deadlines and priorities simultaneously.
Comfortable working both independently and as part of a wider team.
Competent in Microsoft Office and CRM systems.
The Person
We’re looking for someone who is equally comfortable getting into the detail of an event plan as they are discussing an idea with a speaker, identifying a potential sponsor or developing the content for a business panel.
You’ll be curious about what is happening across the Greater Manchester business community and interested in turning those insights into engaging event ideas and commercial opportunities.
Most importantly, you’ll be proactive, collaborative and willing to get stuck in, bringing together strong organisation, creativity and commercial thinking to help us continually develop our events programme.
Greater Manchester Chamber of Commerce is a committed Equal Opportunities Employer. A copy of our policy can be requested from the HR Department.
Should you wish to apply for this role, please send a cover letter and CV to 
lea-anne.gardner@gmchamber.co.uk
https://www.gmchamber.co.uk
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