
Our innovative and growing company is searching for experienced candidates for
the position of events executive. To join our growing team, please review the list
of responsibilities and qualifications.

Responsibilities for events executive

Manage delegate billing, collections and cancellation policies
Produce weekly event status reports and manage and maintain internal event
databases
Work with hotels for each event to manage room block commitment for all
conference attendees
Liaise with executive producers to create staffing plans and manage
participant numbers for onsite guarantees
Supervise the on-site registration desk, lead the registration process for
participants and troubleshoot any situations that may arise
Create registration scripts and train registration staff
Supply onsite reporting for meals and breakout sessions
Provide executive relations budgets and forecasts, manage expenses,
reconcile invoices and provide final executive relations expense reports
Planning, creating, testing, deploying and analysing event marketing
campaigns to support the entire event cycle (pre, during and post event)
using a wide range of digital and offline channels, delivering on ambitious
growth targets
Working closely with our sales team and award winning editorial team to
define and communicate our events propositions

Qualifications for events executive

Sponsorship sales background

Example of Events Executive Job Description
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mix (direct marketing, advertising, e-marketing, event website management,
telemarketing and PR), through to campaign response analysis and evaluation
Support Marketing Manager to manage sponsor marketing deliverables
Assist on-site coordination for events as needed, in conjunction with Event
Marketing Manager
Assist Event Marketing Manager to ensure all marketing campaigns are
completed within budget and timeline, and all revenue targets are met
Assist Event Marketing Manager to provide detailed post-event marketing
summary for sponsors


