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Job Description: Event Manager (Specified Purpose Contract)
Position Information

Job Title:
Event Manager/Conference Organiser
Salary:
€35,000 Pro-rata

Hours:

30 Hours, 4 days per week (potential to extend closer to Summit)
Location:

Sean O’Casey Centre, St. Mary’s Road North, 



East Wall, Dublin 3
Reporting to:
Executive Director

Position Summary

The Event Manager within Arts & Disability Ireland (ADI) is engaged for a specified purpose role, and under the direction of the Executive Director, will primarily be responsible for the planning, organisation and implementation of the From Access to Inclusion 2020, An Arts and Culture Summit, to be held in Dublin in May 2020. 
 
The Event Manager will also assist with managing a range of ADI’s other projects and services from time to time.
Principal Duties & Responsibilities:

Event/Project Management

· Under the Direction of the Executive Director, full responsibility for the planning, organising and execution of the From Access to Inclusion Summit, by managing a range of keynotes, discussion panels, case studies, demonstrations and workshops;
· Coordinating an accompanying evening programme of cultural events featuring access and inclusion;
· Liaising with ADI’s freelance suppliers of access services and the ADI staff team to ensure the Summit is accessible to delegates with disabilities;
· Coordinating and maintaining relations with a range of Summit contributors, partners, funders, venues, designers, volunteers and external service providers;
· Organising travel and accommodation for contributors where appropriate;
· Attending and managing the event;
· Monitoring and evaluation, producing reports for both review purposes and for stakeholders;
· Working with the Executive Director and ADI team to market and promote the event nationally and internationally;
· Managing the delegate registration process;
· Managing all follow-up reports, administration and post-event matters relating to the Summit.
Finance and Administration

· Managing the Summit within agreed budget constraints;
· Liaising with the General Manager to ensure financial records are accurate and compliant (i.e. receipts, payments, cash etc);
· Liaising with, and supporting, other members of the team and ADI’s freelance suppliers of access services in the implementation of the Summit;
· Maintaining appropriate records and documentation of all aspects of the Summit;
· Ensuring the smooth running of the Summit and all other tasks assigned to the role.
Strategic Implementation

· Assisting the Executive Director in the development and implementation of the From Access to Inclusion Summit;
· Liaising with strategic partners in the management and delivery of the Summit.
General 

· Attending and contributing to meetings, committees and project teams as may be required from time to time;
· Representing ADI at meetings with external bodies and other stakeholders, as may be required from time to time;
· Liaising and negotiating with employees, external service and product providers business advisers and other stakeholders as may be necessary from time to time;
· Undertaking such other reasonable and lawful duties pertaining to the post as may be directed from time to time.

Further Information:

The Executive Director will ensure that the Event Manager:

· Has the necessary authority and resources to carry out their role effectively;

· Is provided with written documentation outlining his or her role and function including any function that may be prescribed by regulation or legislation;
· Has a clearly established performance appraisal with pre-agreed measureable objectives linked to the strategic objectives outlined by the board for ADI;
· Has access to: 

· Internal assistance and support from ADI’s team;
· External assistance if required;
· Training and development opportunities.
ADI is an equal opportunities employer and will consider all applications fairly and on merit. ADI is revenue funded by The Arts Council/An Chomhairle Ealaíon on an annual basis and the capacity of the organisation is influenced accordingly.
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Person Specification: Event Manager

Position Information

Job Title:
Event Manager

Reporting to:
Executive Director

The Event Manager will have a proven track record in event management and coordination (at least 2-3 years), and will have a relevant third level qualification and/or equivalent experience.

Essential skills and attributes for the position
· Exceptional event management skills

· Excellent communication skills both verbal and written 

· 2-3 years’ experience in event management /co-ordination 

· Demonstrate a commitment to and interest in arts and culture 
· Ability/commitment to travel in connection with the carrying out of this post 

· Experience of consultation and evaluation methodologies and monitoring tools

· Appropriate administrative and numeracy skills

· Excellent negotiation skills

· Ability to work equally well as a team player and on own initiative

· IT skills and an ability to adapt to new applications and software packages 
· Ability to prioritise and meet agreed targets

· Ability to work under pressure and to deadlines.
Desirable skills and attributes:

· Knowledge or experience of the arts and cultural sector
· Knowledge or experience of access / accessibility services

· Knowledge or experience of the arts and disability sector 

· Knowledge or experience of Disability Equality Training 

· Understanding of the social model of disability 

· Appreciation of issues of access, social inclusion and equal opportunities in an arts context. 
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