
 

 

 

 
 

Business Services Assistant – Events 

 
 

Salary:   Band F 

Responsible to: Office Manager 

Type of Position: Full Time Hybrid working 

Annual Leave:  29 Days & 10 Public Holidays (pro rata) 

 
 

Job Profile 

 

The post of Business Services Assistant – Events is an exciting & varied role that contributes to the 

SFHA’s success through supporting the day-to-day operations of the Events Team. You will be a key 

part of a small team that plays a vital role at SFHA in ensuring we provide brilliant services to our 

members supporting the Events Manager and Events Co-Ordinator. 

 

The successful candidate will also be a key part of the implementation of the new conference app. 

 
The post holder will also be required at times to operate flexibly with part of the wider team sharing 
knowledge, workload and tasks as directed by their Line Manger. 
 

Main Duties & Responsibilities 

 

Events  
• Enter and manage event bookings on the CMS and send out relevant paperwork to attendees  

• Process event, exhibition, and sponsor bookings; managing and reconciling invoices as 
appropriate 

• Provide on-site administration support at events 

• Collate all marketing material for use at SFHA events as directed 

 



 

 

Conference app 
• Be a part of the implementation of the new conference app 

• Uploading and updating content on the conference app, including: 
o Agenda 
o Speakers 
o Attendee records 
o Sponsors 
o Exhibitors 
o Alerts 

• Assist and prepare analytics post event 

 

Electronic Communication 
• Administrator for the events area of the SFHA website and CRM 

• Maintaining events content of the website 

• Manage and update event sponsors and exhibitors  

• Assist with bulk mailings 

• Collate and format articles for input into events bulletins or similar 

 

File Maintenance 
• Ensuring CMS records are maintained correctly and up to date 

• Maintain filing systems and archiving system using a clear defined process as outlined in the 
Document Retention Schedule 

• Ensure all libraries are kept up to date, undertaking regular reviews of literature and 
processing orders as and when authorised 

 

Other duties 

• Manage all e-mail correspondence received via the SFHA Events inbox and direct as 
appropriate.  

• Contribute towards effective knowledge management within the SFHA 

• Ensure compliance with and implementation of the SFHA’s policies including those relating to 
health and safety, emergency procedures, equal opportunities, code of conduct and 
disciplinary procedures 

• Offer innovative ways of achieving the business objectives of the SFHA 

• Undertake any other duties considered reasonable within the scope and purpose of the post 
as may be instructed by the line manager 

• Responsible for the day to day management and regular review of information held on 
SharePoint within department folders  

• Promote and police the corporate brand in all the SFHA communication channels 
 

Personal Specification 
 

Experience & Qualifications:    
 

➢ Nat 5 English (or equivalent) 
➢ Nat 5 Maths (or equivalent)  



 

 

➢ Qualification in Business Administration is desirable or able to demonstrate relevant 
experience  

➢ Enthusiastic and willing to learn  

 

 

Technical Knowledge and Practical Experience of the role: 
 

This is an exciting opportunity for a candidate who is organised, quick to lean and looking to progress 
through the events industry. The successful candidate will also be a key part of the implementation of 
the new conference app. 

The ideal candidate will be confident and strong at networking and have excellent communication 
and customer service skills with the ability to manage several tasks at once. You will also have an eye 
for detail and be happy to undertake a variety of duties with enthusiasm and pride. 

Excellent Office 365 skills are required and familiarity with a Customer Relationship Management 
system would be benefit. You will be required to work effectively with colleagues in a team. An 
interest in housing is desirable. 

 

Framework for Excellence  Indicator – Level 1 

 

Solution Focused 
 

Customer Focus Keeps the customer up to date and informed.  Takes personal 
responsibility for providing a professional and responsive service 
to all customers.  Is committed to putting customers first ensuring 
the delivery of a consistently high quality service. 

 

Flexibility Understands the need for adopting change and receptive to 
alternative ways of working. 

 

 

Decision Making & Judgement           Makes decisions within the limits of the role quickly and 

confidently, escalating issues as appropriate.  

 

Relationships  

 
Organisational Ambassador Demonstrates an understanding of and commitment to the SFHA 

and its mission and objectives.  Works with consistency, integrity 
and accountability. 

 

Teamwork Works with all colleagues as a team to achieve business area and 
corporate goals. 

 



 

 

Positive Communication Effectively communicates with colleagues, peers and customers 
both internal and external to the SFHA. 

 

Effectiveness 
 

Accountability  Takes personal responsibility for own actions being accountable 
for all aspects of their Job Profile. 

 

Leadership   Conducts self in a pleasant, confident, professional manner, 
acting as a role model to others. 

 

Forward Thinking Aware of the direction of the SFHA and how their role impacts on 
delivery of the business plan.    

 

Acknowledgement 
 

This job profile has been designed to indicate the general nature and level of work performed 

by employees within this post.    It is not designed to contain or be interpreted as a comprehensive 

inventory of all duties, responsibilities and qualifications required of employees assigned to the role.  

It is expected that the job holder will carry out all reasonable request by Line Managers to facilitate 

the requirements of the SFHA.  These may therefore be subject to future amendments 

following appropriate consultation. 


