Job Description
Job Title: Events Administrator
Salary: £23,000
Working Hours: 28 hours full time
Location: Central Milton Keynes
Work Base: Office based. Some opportunities for flexible working
Main Purpose of the Role
1. To support the delivery of the BMUS study day programme, and Annual Scientific Meeting (ASM). 
2. To keep the BMUS Website up to date
3. To support BMUS to meet its charitable aims through support of the BMUS Committee Structure 
4. To support BMUS team members to help build capacity with in BMUS 
Main duties 
To support the delivery of the BMUS study day programme, and Annual Scientific Meeting (ASM). 
· Support the organisation and management of BMUS’s education programme, in conjunction with the BMUS Team
· Attend all study days 
· Keep all delegate bookings up to date on BMUS website and manage the bookings e-mail folder
· Manage all delegate bookings and invoice where appropriate using the BMUS financial systems (Wave and Paypal), ensuring all delegates have pre-paid or provided a printed Purchase Order (PO) form to secure payment for their registration
· Answer all delegate enquiries and ensure all delegates are supplied with the relevant information for the event they are attending
· Assemble delegate and speaker packs, produce delegate badges and the delegate list for each study day
· Produce CPD certificates for all study days and the ASM
· Follow-up unpaid invoices post event, ensuring all outstanding payments are received.
· Support delivery of the ASM registration functions including Cash Registration Desk, Paid 
To keep the BMUS Website up to date
· Work with the Operations and Development Manager and Professional Officer to update webpages including but not limited to BMUS Top tips, Webinars, Posters and specialty pages
To support BMUS to meet its charitable aims through support of the BMUS Committee Structure
· Attend Education Group Meetings
· Organise and support BMUS PSG Group by liaising with the chair to produce agenda’s and supporting paperwork, distribute in a timely manner, take notes and arrange future dates
To support BMUS team members to help build capacity with in BMUS 
· This is a new role with the aim of supporting BMUS to develop and grow. This role will be expected to support existing tasks or new tasks to allow this to happen. 
Other Duties
· BMUS is a small office team, at times there maybe requirements to help other members of staff with their roles during busy periods or times of annual leave. 
· BMUS Events are held across the country and there will be a requirement to travel to these the evening before an event to ensure the team is in place for first thing in the morning. 
· The BMUS Annual Scientific Meeting is held in early December. This event requires the whole office team to be away for 5 days. The additional hours worked will be given as time in lieu. 


Person Specification – Events & Administration Assistant

1. Qualifications
Essential
· Good general level of education (e.g., GCSEs or equivalent)
· Competent standard of written English and numeracy
Desirable
· Further education or vocational qualification in administration, events, business support or a related field
· Training or experience in customer service
· Basic understanding of finance processes (invoicing, purchase orders)
2. Experience
Essential
· Experience in an administrative role (paid or voluntary)
· Experience handling enquiries by email and phone
· Experience maintaining records or databases
· Experience supporting events, meetings, or training sessions (can be small‑scale)
Desirable
· Experience working in a small team or charity environment
· Experience using website content management systems (CMS)
· Experience with booking systems or financial platforms (e.g., PayPal, Wave)
3. Skills & Abilities
Essential
· Strong organisational skills with the ability to manage multiple tasks
· Good attention to detail, especially when handling bookings, payments, and delegate information
· Confident communicator, able to deal professionally with delegates, speakers, and committee members
· Ability to work independently and use initiative when needed
· Competent IT skills, including Microsoft Office (Word, Excel, Outlook)
· Ability to update website content following training
· Ability to take accurate notes/minutes at meetings
· Ability to travel and stay overnight for events when required
Desirable
· Ability to produce simple documents such as delegate packs, badges, and certificates
· Ability to learn new systems quickly
4. Personal Qualities
Essential
· Friendly, professional, and approachable manner
· Willingness to support colleagues and contribute to a small, busy team
· Flexible attitude, especially during peak event periods
· Reliable and punctual
· Calm under pressure and able to meet deadlines
· Positive attitude toward learning and taking on new tasks
5. Other Requirements
· Willingness to travel across the UK for study days and the Annual Scientific Meeting
· Ability to work occasional evenings or early mornings during events
· Commitment to the aims and values of BMUS as a professional and charitable organisation
If you want, I can also create a matching job description, advert, or shortlisting criteria grid to go with this.
