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Job Description

Job Title:  Events Lead
Department:  Income and engagement
Main purpose of job: Responsible for the managing, planning, development, and delivery of events to raise funds and awareness.
Location:  Progress House, Urlay Nook Road, Eaglescliffe, Stockton-on-Tees, TS16 0QB
Hours:  20 - 37.5 per week to be worked flexibly in line with the needs of the business, including occasional evenings and weekends
Contract Type: 12 months fixed term from 2nd February 2026.
Salary Range:  Band 4, Circa  £31,000 per annum 
Relationships:
· Responsible to: 	Fundraising Manager
· Responsible for:	Events team
· Liaise with: 		Events team, income generation team members, supporters, key
                                        charity stakeholders, volunteers, and suppliers. 
          
Key Responsibilities:

1. To develop events strategy that aligns with charity objectives and considers industry trends.

2. To plan and lead a successful events programme that maximises fundraising and awareness opportunities.

3. To manage and co-ordinate events, from inception to delivery and analysis, ensuring first class supporter care and experience maximises engagement and fundraising.

4. Lead and manage staff and volunteer representation and responsibilities at events.

5. Ensure events are carried out safely, legally and comply with fundraising regulations.

6. Manage, develop, and motivate direct reports to deliver against plans and to target.

7. Work collaboratively with fundraising and marketing to align activities to wider fundraising goals.

8. Utilise data to design and deliver events to appeal to current supporter base and to acquire new.

9. Maximise income and awareness potential of HQ by delivering events.

10. Lead on exploring new opportunities to grow and enhance the events programme and increase income and awareness.

11. To produce reports on events in line with KPI’s and objectives and to support future activity.

12. Build relationships with external stakeholders and suppliers to ensure quality, assurance, and value.

13. Support members of the public and 3rd party event organisers who host events and fundraising in aid of the charity (attending where necessary).

14. Be responsible for events budget and delivery against targets.

15. Ensure internal understanding of events and deliver relevant comms.

16. Lead on setting, monitoring, and optimising internal systems and processes relating to events.

17. Assist Fundraising Manager as necessary and take on duties as required.

18. Attend training to develop skills and knowledge as necessary.


The above is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by the organisation and the overall business objectives.





Person Specification
Job title: Events Lead		
Department: Income and engagement 	
	
	Essential
	Desirable

	Qualification/Education/
Training

	Degree qualified in events management (or a related subject) OR at least 3 years’ experience in a similar role.

Clean driving license.
	

	Personal Characteristics/
Communication




	Excellent communication and interpersonal skills.

Self-motivated, with the ability to work as part of a team.

Ability to communicate ideas and viewpoints clearly and concisely. 

Highly organised with a keen eye for detail and creative flair.

Positive, helpful, and approachable attitude to all key stakeholders.

A confident and resourceful individual who can find solutions to issues and ideas.
Motivating and encouraging to team members and wider colleagues.
	Understanding of not-for-profit sector. 

	Skills/Knowledge
	Ability to work to deadlines in a fast-paced environment.

Can manage a varied workload and have the ability to prioritise.

Competent in Microsoft suite including PowerPoint, Excel and Outlook.
Thorough understanding of events management and requirements for hosting a safe and compliant event.
A thorough knowledge of administrative systems and databases.

Delivering excellent customer service.

	Managing and co-ordinating fundraising specific events.

	Experience
	A track record of forging successful partnerships with a range of internal and external stakeholders.

Experienced in successfully managing, planning, and delivering small to large scale events.

Ability to manage budgets and other resources effectively.

Experience of delegating tasks and co-ordinating other team members involved in events.

Experience of working with a range of customers.
	Prior experience of working in a charity.

Experience of working with volunteers. 
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