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Job Description

	Job Title
	Events Manager 

	Location
	Hybrid – Head Office in Paisley, Royal Hospital for Children, working from home 

	Reporting To
	Head of Partnerships & Business Development

	Salary
	£29,000 - £35,000

	Hours
	35 hours 
The Charity will consider alternative flexible arrangements where required

	Status
	Full time (6 month probationary period)

	Holidays
	25 days plus 10 bank holidays (pro rata)

	Benefits
	As a compassionate organisation we care about our staff and have a range of employee benefits that make Glasgow Children’s Hospital Charity a great place to work – please see our range of employee benefits here


Glasgow Children’s Hospital Charity

Our Vision and Values
We raise funds to help those who tirelessly care for and nurture young lives at their most vulnerable; to invest in equipment, research and the continued improvement of facilities and services for children and families in hospital. Our core values guide our work on a daily basis:

	Pride: we care.
	We are proud ambassadors of the charity, and will carry out our work with conviction. It’s not just a job; it’s our privilege to be part of this special community of supporters, children and families.

	Enthusiasm: we are inspired.
	We will enthusiastically approach each new opportunity, inspired by the resilience, hope and commitment of our supporters, patients and families. We are always looking up.

	Determination: we are all in.
	We are determined to give our all, because we are dedicated to the children, families and staff we support. They deserve our best work.

	Unity: we are one team.
	We respect and encourage each other. We can make an extraordinary impact when we work together with our colleagues, our supporters and the NHS.

	Integrity: we do what we say we’ll do.
	We promise to be honest, professional and respectful. We will never compromise the charity’s reputation or our values, and will always act in the best interests of those we support.


Job Purpose
As a key member of the Partnerships & Business Development Team, the Events Manager will lead on the planning and delivery of the Glasgow Children’s Hospital Charity (GCHC) events portfolio. This includes our Annual Ball, Ladies Lunch and Sponsored Walk, along with other events throughout the year. 
The successful candidate will have experience of leading on and delivering large-scale events within tightly controlled budgets, and will thrive in developing a varied event portfolio that will appeal to different supporters.
The Events Manager will also support families, groups and organisations to deliver their own events, ensuring they maximise their fundraising potential and benefit from the knowledge and expertise of our Events Manager.
Key Responsibilities
· To lead on the planning and delivery of all GCHC events
· To maximise income from GCHC events, through effective sales and marketing of GCHC events, providing exceptional stewardship to event participants, and creating engaging and fun event content to raise money
· To achieve income and expenditure budgets for events as set by the Head of Partnerships & Business Development
· To work with the Head of Partnerships & Business Development to create new events that align with the organisations strategy  
· To develop a sponsorship pipeline to source and secure event sponsorship

· To develop long lasting relationships with event partners, suppliers and committees 
· Proactively ask for gifts in kind for event raffles and auctions
· To develop and nurture relationships with families, groups and organisations who host large scale events in aid of GCHC
· Any other relevant duties as may be required by the Head of Partnerships & Business Development 
Additional Responsibilities

· To be committed and adhere to Glasgow Children’s Hospital Charity’s vision, mission and values. 

· To actively consider professional development and determine training needs.
· To maintain and develop good working relationships with volunteers working with Glasgow Children’s Hospital Charity.

· To provide cover if required to the Fundraising Hub located at the Royal Hospital for Children, Glasgow.
· To maintain and develop good working relationships with other members of the wider organisation 
Person Specification

	Essential
	Desirable

	Experience of planning and delivering large scale fundraising events, including recruitment of participants and volunteers 
	Experience of event health & safety regulations, such as licenses and risk assessments 

	Experience of managing income and expenditure budgets 
	Experience of the Raiser’s Edge Database

	Ability to prioritise own work 
	Basic understanding of fundraising regulations and data protection

	Experience of building long lasting supporter relationships 
	Familiarity of the work of Glasgow Children’s Hospital Charity

	Excellent communication skills: telephone, written and face to face
	

	Ability to adopt a flexible approach in response to new challenges
	

	Flexibility and willingness to attend events outside normal office hours
	

	Full UK driver’s license and access to own vehicle 
	

	Willingness to drive the charity van 
	

	A Disclosure Scotland check will be carried out under the Protection of Vulnerable Groups (PVG) Scheme – it is therefore essential that any criminal convictions are disclosed
	


