
 

EVENTS AND PARTNERSHIPS OFFICER 
THE ROLE 
The Creative Industries Federation and Creative England have joined forces forming the Creative UK 
group, recognising that we will be able to make a greater difference together than would be possible 
alone. We are the network for the creative industries and we know that connection changes 
everything. Our overarching mission is to leverage the economic, social and cultural value of the UK’s 
creative economy to build prosperity and bring communities together. We are committed to building a 
team that represents a variety of backgrounds, perspectives, and talents. 
 
An exciting opportunity has arisen to join our team as a dedicated Events & Partnerships Officer. This 
role is pivotal to the delivery of events to our members whilst providing support to a wide team of 
experts. Reporting into the Head of Events, you will be at the heart of our events offer aimed at 
expanding our industry network. You will support delivery of a broad range of services to members, 
giving you the opportunity to develop relationships across the UK’s arts and creative sector whilst 
boosting our reputation and reach amongst key audiences. 
 
Last year we hosted the UK's largest online Creative Coalition festival for the creative industries, 
comprising over 60 events spread over three days. This flagship event shall be happening again this 
year and you could play a part in it.  
 
We are looking for someone with events delivery experience both remotely and in person, with an 
appetite to develop as we scope to grow. You should have a genuine interest in our sector, personable 
in approach and be comfortable with multi-tasking, rolling your sleeves up and making a difference. 
This is an exciting time to join the Creative UK group. If organising events is your superpower then 
come join us in supporting the growth of the UK creative industries!  
 
LOCATION: UK WIDE*  
CONTRACT: Full time fixed term 1 year renewable   
SALARY: £25,000 + benefits 
TO APPLY: Email CV and cover letter* to recruitment@creativeindustriesfederation.com by midday on 
7th June 2021. Selection interviews will take place by VC w/c 14th June 2021. 
* preference for close proximity to offices currently Bristol, Greater Manchester or London although flexible options considered for the right 
candidate.  
*You also have the option to submit a short up to 3-min video to replace or compliment your cover letter. This should tell us why you are suited 
to the role, your motivations and anything else you’d like our panel to know!* 
 
KEY RESPONSIBILITIES 
Lead support to the Development & Partnership team in the planning, implementation and delivery of 
events to include: 

- Researching and writing event briefs, agenda’s and note drafting  
- Liaising with speakers and content providers  
- Venue bookings  
- Supporting technical set-up of events delivered virtually 

 
Develop and maintain an expert working knowledge of our membership offer in order to provide first-
class support and guidance to our members 
 
Support the Head of Events with: 

- maintenance of a companywide events diary to avoid duplication or conflicts with other key 
moments. 

- generating sponsorship leads from members for core C.UK activities. 
 
Liaise closely with departmental marketing and programme manager to ensure that member events 
compliment our ambitions to grow our wider network.  
 
 

https://creativecoalitionfestival.com/canvas/
mailto:recruitment@creativeindustriesfederation.com


 

Facilitate meetings where required, making arrangements for Video Conference, conference calls or in-
person meeting, including note taking. 
 
Work with a core brand team to ensure that events are supported, promoted and celebrated in line 
with overall brand objectives. 
 
Working with the Memberships Insights Officer to generate member event invites as well as accurately 
monitoring and reporting on event RSVP’s, ensuring attendee details are up-to-date and accurate 
 
Building and editing member events through our CRM system as required 
 
Be a strong advocate and feel relaxed representing the company where required at remote and in-
person events  
 
Work closely with the Marketing Manager to oversee the creation and distribution of comms to 
attendees and appropriate ongoing exposure/ coverage of events. 
 
Provide general support as required that may include: 
- cover for other members of the team when they are absent 
- support in times of peak workload including company wide events 
- Support for the Head of Development and Partnerships where needed 
 

This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to  outline the main areas of 
responsibility at the time of writing 

 
Required experience, knowledge and skills: 

• Demonstrable experience in a similar events support role  
• An excellent communicator: able to build relationships and work well with stakeholders 
• Capable in the use of standard MSOffice and remote event applications: Zoom, Hopin, MSTeams 

• Clear understanding of how events fit as integral part of marketing activities  
• Organised with the ability to multitask effectively and meet deadlines 
• Ability to respect confidentiality of information 
• Social media knowledge and user experience (desirable) 
• Passion for the UK creative industries (desirable)  

 
Personal qualities: 
 Positive, hard-working and enthusiastic - confident and keen to contribute to a productive 

team environment at a fast pace  
 Resilient, efficient, accountable and reliable - with an ability to adapt to constantly developing 

circumstances and able to prioritise effectively 
 Skilled problem solver - finding the way to get things done and always looking for ways to 

improve 
 Skilled communicator – exceptional written and verbal communication skills, an ability to build 

rapport with stakeholders 
 Committed to equality and diversity 

 
 

Diversity Changes Everything: We value difference and celebrate the creativity that it brings. 
We are committed to improving diversity and inclusion across our organisation and industry by championing a variety of 

backgrounds, perspectives, identities and talents. 
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