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MARYLEBONE CRICKET CLUB

JOB PROFILE

	Job Title: 

Senior Events Co-ordinator

	Department:

Catering/Meetings and Events

	Reporting to: 
Events Co-ordination Manager


	Dimensions of Role:

Budget controlled: None
Staff reports: None

	Main Purpose of the Job:
Responsibility, as a senior team member, for the accurate co-ordination of the Meetings and Events business within Lord’s Cricket Ground to include the co-ordination of large/ high profile events, targeting of key clients and subsequent account management with regards to retention and expansion of existing business. Focus on financial delivery and quality standards.


	Main Tasks and Accountabilities:
· To have an in-depth knowledge and understanding of the Lord’s offering (including costs and capacities) in order to advise clients of all options available relevant to their particular requirements in all venues at Lord’s. 
· To have an in-depth knowledge of MCC’s food and beverage offerings.
· To ensure confirmation of bookings by contracting and invoicing clients within agreed timescales and as per the specified Terms and Conditions.
· To manage and oversee events by communicating with clients by phone, email or in person to agree the event details and create a function sheet in KX with this information, updating it as required in time to circulate the week before the event.

· To communicate with clients by phone, email or in person to agree the event details and create a function sheet in KX with this information, updating it as required in time to circulate the week before the event.

· To ensure that all relevant departments in the MCC are continually updated with all relevant information to ensure the delivery of a successful event. 
· Liaise with all suppliers (int/ext) regarding event final arrangements.
· To attend own events when required both during the day and evening.
· To assist with the retention and expansion of existing client business (in line with and in order to achieve overall Meetings and Events annual financial targets).
· Key account management: Responsibility for maintaining and increasing revenue from allocated existing client accounts.

· Assisting in implementation and delivery of key client loyalty/ incentive schemes.

· Maximise all up-selling potentials.
· Follow up events, obtain and record feedback with a view to building client relationships and improve the Lord’s offering.
· To oversee Event Co-ordination Team when Manager is absent.
· To be involved with growing, developing and leading the Event Co-ordination Team on a day to day basis.
· To assist with senior team in the development of the Meetings & Events 
      co-ordination process. 
· Have an in-depth knowledge of competitor venues and take part in Meetings & Events exhibitions and promotional events as required. 
· To carry out any other reasonable request as directed by your manager. 


	Variations of job relating to Major Matches:

· Attendance at all major match days
· General assistance with any aspects of ground operation and management

	Health & Safety:
· At all times to be responsible for the safety of yourself and others through adherence to Club (and legal) safety rules and procedures

· To be familiar with fire and evacuation procedures 
· To undertake ‘risk assessments’ as appropriate (after training)

· To communicate necessary H & S information to visitors/customers
· Wearing of any required protective clothing and equipment



	Person Spec: Skills & qualifications, experience, attitudes/competencies:

· Passionate about working in the events industry with the ability to achieve and maintain an exceptional level of service at all times

· At least 3/4 years experience at a venue in a similar role.
· To have worked at a large capacity venue, i.e. 200 plus with 4/5* standards.
· Excellent communication & interpersonal skills.
· High level of initiative, with administrative and organisational ability.

· Understanding of the importance of customer service/satisfaction.

· Tact, discretion and the ability to work quickly under pressure maintaining a high level of accuracy and detail.

· Ability to create relationships with all levels of team - catering, wider MCC team & clients. 

· IT literate, including Word, Excel, Outlook & PowerPoint.
· High standard of personal presentation.
· Flexibility in working hours.
Package:
Salary of £xxxxx + bonus and all other MCC staff benefits
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