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Person Specification

	Post 
	Business Innovation Coordinator  
	Department
	Stakeholder Engagement

	Grade
	Spot Point 
	Ref No
	139-24


	Education and Training
	Criteria
	Measured By

Interview (I)

Application (AF)

	GCSE English & Maths: Grade A*-C or 9-4 or equivalent 

Evidence of continuing professional development

Degree or equivalent professional qualifications


	Essential

Essential

Desirable
	AF

AF
AF

	Experience, Knowledge and Skills
	
	

	Exceptional organizational and time management skills, with the ability to prioritise tasks effectively. 

Strong attention to detail and accuracy in event logistics, budgeting and scheduling.

Excellent communication and interpersonal skills with the ability to engage effectively with clients, stakeholders, vendors and team members.

Proficiency in Microsoft Office Suite.

Creative problem-solving abilities and the capacity to handle unexpected challenges or changes during events.

Ability to work well under pressure in a fast-paced environment while maintaining a positive and professional attitude. 

Proficiency in event management software and tools 

Understanding of marketing principals and strategies to promote events and attract attendees. 

Knowledge of Industry trends and best practices in event management and business networking. 


	Essential

Essential

Essential

Essential

Essential

Essential

Desirable

Desirable

Desirable


	AF/I

AF/I

AF I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I




	Attitude and Motivation 

	Passion for delivering exceptional customer service for both internal and external customers 
Team-orientated mindset with the ability to collaborate effectively with cross functional teams and stakeholders 
Enthusiasm, vision, drive, adaptability and resilience 
Able to use creativity and imagination to anticipate and solve problems
A can-do approach focused on achievement within deadlines. 
	Essential

Essential

Essential

Essential

Essential


	AF/I

AF/I

AF/I

AF/I

AF/I



	Special Requirements and Values

	Able to work flexibly to meet the needs of the organisation.
Ability to work evenings, weekends and holidays to support required by event schedules.
Valid driving license and willing to travel for on-site event coordination and meetings

	Essential

Essential

Essential


	AF/I

AF/I

AF/I
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