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Job Title: Head of East London Sport Events 
Department: East London Sport          
Location:  SportsDock, Docklands Campus           
Grade:  F
Responsible to:    SportsDock Centre Manager 
Responsible for: East London Sport Events Officer  
Liaison with:         University students, staff, external groups 



JOB PURPOSE:

As part of the East London Sport SMT, you will be responsible for the management, delivery, and evolution of the East London Sport events programme in line with university/service strategic objectives, ensuring sustained income, outstanding service delivery through a customer/student centred, innovative approach and raising the service and university profile.

You will lead on event delivery, both at SportsDock and as part of the wider Active Campus Strategy, from creative development, through event delivery to monitoring, evaluation and learnings. You will also be expected to devise new events that support East London Sport’s key strategic aims and continuously develop the profile of our programmes internally and externally.


MAIN DUTIES AND RESPONSIBILITIES: 

Leadership

· As an integral part of the East London Sport senior management team, develop and deliver a strategy and associated implementation plan for events which reflect service and university values, working with and alongside colleagues from across the university and integrating effectively with external stakeholders.

· Responsible for maintaining events revenue year on year in line with agreed targets, ensuring service sustainability through the development of new and existing partnerships alongside securing high level, long term partnerships with major regional, national and international organisations (NGBs etc.).

· Contribute to the development of the East London Sport Strategy and annual plans ensuring reputational growth through sector leading event delivery.

· Play a key part in improving interdepartmental relations, leading discussions, developing processes and information-sharing with a view to ensuring  successful event delivery, while simultaneously maximising wider benefits in terms of profile, reputation and impact for the service and university.

· To effectively manage the East London Sport Events Officer, ensuring appropriate use of staffing resource and personal development to support operational delivery.

· Oversee and ensure successful coordination of event logistics including event organisers, individual customers, operational, catering, security, cleaning and other relevant university staff to ensure the service fully complies with service, university and government policy/legislation (Health and Safety etc.).


Service delivery

· Lead on the operational planning and implementation of Active Campus interventions and special projects across the wider campuses.

· Take the operational lead on delivering annual internal showcase events such as the Sports Awards. Working with East London Sport colleagues to end to end project planning and maximising event engagement.

· Deliver an outstanding events customer/student experience which integrates and aligns with industry benchmarking and strategic objectives of the wider service, inside and outside  SportsDock.

· Develop new and innovative service provision to directly enhance customer experience and increase added value utilising the student body, including student internships, volunteers and other university assets wherever possible.


· Conduct annual reviews of service provision, pricing etc. including regular industry benchmarking activity and research.

· Create and provide management information reports, analysis and market benchmarking data, including the adoption of new technology to maximise feedback and inform business efficiency strategies to maximise outputs.


· Work unsociable hours, evening and weekends, when required to support with large or new events.



Communications/Partnerships

· To develop our existing relations with key regional, national and international stakeholders with a view to securing long term partnerships.

· Alongside the East London Sport Marketing Manager, develop and assist in the delivery of a pro-active programme of marketing and promotional activities that enhances the local, national and international awareness of East London Sport Events. 

· Ensure effective networking by establishing and participating in relevant events to support customer retention and reputational growth.

· Responsible for effective communication and awareness of key events to East London Sport and wider university staff which present potential university benefits.

· Build and develop new relationships (internally, regionally, nationally and internationally) with potential partners, leading to an overall increase in the profile of UEL as a centre for sporting excellence and active wellbeing.

· Ensure the effective monitoring, reporting and delivery of the current Basketball England CUA (Community Use Agreement). Maintain a high profile regionally and nationally and represent the University and service as required.


Resource Management

· Streamline processes and procedures, identifying and applying automation and new technology where appropriate to ensure staffing resource is available to deliver strategic outcomes for East London Sport events. 

· To support student development, employability and East London Sport strategic outcomes in events through graduate placement and paid internship roles alongside the relevant schools and services.

· Liaise with the wider East London Sport team to ensure appropriate resource is allocated to Active Campus initiatives, ensuring maximum outputs and engagement from all interventions.

· Ensure the customer booking experience is delivered in an efficient and effective manor with support of the East London Sport administration team.

· Ensure compliance with the University’s financial, HR and EDI policy.

· Responsible for maintaining and reviewing all products Terms and Conditions including Policy and regulatory standards: 

· Perform any other duties as directed by the SportsDock Centre Manager and Director of Sport.





PERSON SPECIFICATION

EDUCATION QUALIFICATIONS AND ACHIEVEMENTS

Essential criteria
· A degree in a relevant area such as event management, health promotion, sport studies, sports science, sports management or sports administration (A, C)

	Desirable
· A professional sport, leisure or administrative qualification (A, C)
· A professional events management qualification (A)

KNOWLEDGE AND EXPERIENCE
Essential criteria
· Experience of University sport (A, I, P)
· Experience of working in leisure/sports environment and administration of sports events and leagues. (A, I, P)
•	Experience of managing large scale complex events for either internal or external markets (A,I)

Desirable criteria
· Experience of both operational management and sports event development (A, I)
· Experience of working in a culturally diverse environment (A, I, P)
· Experience of managing budgets and reporting on financial performance (A, I)

SKILLS AND ABILITIES

Essential criteria
· Solutions orientated with a proven ability to remain calm under pressure.
· Excellent administrative and IT skills (A, I)
· Excellent communication and interpersonal skills (A, I, P)

Desirable criteria
· Experience of developing partnerships and agreements with key stakeholders in a sport and leisure context. (A, I)

PERSONAL ATTRIBUTES AND QUALITIES

Essential criteria
· A flexible approach to working hours (A, I)
· Driven to learn, acquire new skills and keep ahead of event trends (I)
· An ability to work autonomously as well as part of a team, and to get on well with colleagues and with students from a variety of backgrounds (A, I)


Criteria tested by key: 
Application Form	(A)
Certification	(C)
Interview	(I)
Presentation	(P)
Research Papers	(R)
Test	(T)
image1.png
University of
W%, EastLondon

Pioneering Futures Since 1898




