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Job Description 

Event and Marketing Support Officer 

 
Main Purpose of Role 
 
Under the supervision of the Marketing and Events Manager, this individual will help to raise the profile 

of and develop the membership of the Institute by designing, promoting and implementing a programme 

of high-quality professional development events, education, training and seminar activities in a mixture 

of online and live settings. 

Key Responsibilities: 

Management 

• Support the CEO in delivering the vision and Strategic 5 Year Plan for the Institute. 

• Assist with the management of the organisation's website and the Institutes Social 

Media under the Marketing and Events Managers review. 

• To manage any administrative support within the IHEEM team such as booking venues 

and securing dates assigned to projects, also ensuring all delegated duties are carried 

out to the Institute’s standards. 

• Support the Marketing and Events Manager in managing and developing the IHEEM 

events bank. 

• Liaise with IHEEM Branches and support them on events. 

• Lead and host webinars and organise test sessions with speakers. 

• Provide the secretariat function for 2 Technical Platforms. 

Marketing and Social Media 

• Work with the Marketing and Events Manager to develop and implement the Marketing 

Plan and Social Media Strategy, working to a budget. 

• Support the Marketing and Events Manager with the production of marketing materials 

for events and the institute. 

• Implement any changes and updates to the IHEEM website on a timely basis. 

• Support the Marketing and Events Manager in managing the maintenance of 

comprehensive records of all activities including all marketing activities and advertising, 

and keep all electronic contact lists up to date. 
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Professional Development Activities 

 

• Assist with delivering the Events and Seminar Programme. 

• Obtain appropriate sign-offs for all proposals and make any amendments as 

appropriate. 

• Organise all aspects of the events from arranging dates and venues, speakers, 

chairs, supporting materials, invitations, joining instructions, name badges etc 

through to attendance at the event to supervise the running. 

• Compile information and review the results of each event and activity. 

• Be responsible for supporting, managing and implementing arrangements for 

the Professional Development Committee. 

 

Corporate Responsibilities 

 

• Participate fully in setting personal objectives in line with the business plan, producing 

your personal development plan and performance measurement. 

• Inhibit the Institute’s values and behaviours. 

This is not an exhaustive list of duties and you may be expected to take on other tasks and 
responsibilities as necessary. 
 


