Example of Events Executive Job Description
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Our innovative and growing company is hiring for an events executive. If you are
looking for an exciting place to work, please take a look at the list of qualifications
below.

Responsibilities for events executive

e Manage daily schedule flow—ensure staff stay on schedule, notify them when
visitors have arrived

e Memorize key staff daily schedules

* |ldentify and provide solutions for scheduling conflicts

e Understand travel times and allowances

e Send text reminders for appointments - including evenings and weekends

e Understand personal preferences, and include these considerations when
scheduling

e Serve as point of contact for all meetings (including after hours)

e Manage meeting spaces by acting as the first point of contact for all room
reservations at Powerhouse

o Coordinate external visitors and their needs—adapters for presentations,
parking

e Resolve travel situations—be available 24/7 for international travel support,
be available for domestic travel support if needed

Qualifications for events executive

e High-level” programme development and conference management
experience, ideally of working in cross-functional teams

» Fluent spoken and written English plus the ability to speak Mandarin Chinese
is an advantage

e Critical lliness Cover (x 2 salary)



e Birthday day off



