
 

         

 
 
  
   

Events Co-Ordinator 
LDHQ, Westminster SW1P 3AE 

 
Salary: £26,000 - £28,000 p.a.  

 
 

  
JOB SPECIFICATION 
 
Job Title:   Events Co-ordinator  
 
Responsible to:  Head of Conferences & Events  
 
Salary:  £26 – 28,000 per annum  
 
Benefit:  8% employer’s pension contribution   
 
Tenure:  Maternity cover: 6 January 2020 – 26 March 2021  
 
Hours:  Full time 37.5 hours per week  

 
Location:  LDHQ, Westminster, London SW1P 3AE   

 
Start:    6 January 2020                        
 
Purpose of job 

 
Working closely with venues, suppliers and clients to ensure the successful delivery of the 
conference exhibition and fringe programme as well as sponsored and other ad-hoc 
activities at conference.  

 
Background 

 
This is an exciting time to join the Liberal Democrats and to be working in British politics. 

We had our best result ever in the European parliamentary elections, electing 16 MEPs and 

garnering a 20% national vote share; we also achieved a record-breaking result in the May 

2019 local elections, gaining over 700 new councillors across England. Our Exit from Brexit 

campaign has been a major force in mobilising public opinion in favour of a People’s Vote; 

our party membership is at an all-time high of 100,000; and we are in the midst of electing 

a new Leader who will take the Party forward and further build on the growth and success 

we have achieved. We are also preparing for a People’s Vote or a general election [or both] 

which could take place later this year or in early 2020. 

 



Key Responsibilities 

 
1. Commercial programme – responsible for processing and delivering the 

conference exhibition and fringe programme as required by the Sales & Marketing 
Manager (mainly focusing on Party Bodies).  Raising all commercial invoices and 
chasing for payment. 

2. Exhibition – responsible for producing exhibition manuals and health & safety in the 
hall  

3. Conference documentation – setting up the online forms to gather the necessary 
information; chasing exhibitors and fringe bookers for relevant information for the 
Agenda & Directory, Conference Extra; overall responsibility for the delivery of the 
Conference App 

4. Supplier management – liaising with venues and other suppliers as needed 
5. Volunteer management – working with the volunteer team at conference to ensure 

the smooth running of the exhibition and fringe programme 
6. Committee administration – to administer, take minutes and attend Federal 

Conference Committee meetings as required 
7. Ad-hoc duties as required by the Head of Conferences 

 
 
PERSON SPECIFICATION 

 

We are looking for a highly organised, enthusiastic self-starter wanting to take the next step 

in their career. He/she must be a good team player who has the diplomacy, tact and 

professionalism to deal effectively with members, suppliers and commercial clients.  

 

Essential Skills and Experience 

1. At least 3 years’ experience in a similar role 

2. Meticulous with excellent attention to detail and the ability to manage workload 
effectively 

3. Enthusiastic and innovative with fresh ideas to develop the role and enhance the 
conference experience 

4. Excellent written and verbal communication skills 
 

5. Excellent customer service ethos 
 

6. Sympathy with the aims and values of the Liberal Democrats. 
 

Desirable Skills and Experience 

1. Experience using Eventsforce 

2. Experience using InDesign or similar software 

 
 

 

 
 



 

         

APPLICATION PROCEDURE 
 
For questions and further details, and to submit an application, please contact:  
recruitment@libdems.org.uk attaching: - 
 

1) A copy of your CV; including complete work history 
2) A Covering Letter; no more than 2 pages of A4 in length, indicating clearly how 

your experience and skills meet the criteria stated in the job and person 
specification. Please also write your name on top of your supporting statement.    

3) A completed diversity monitoring form  

 
Closing date:   29 November 2019 
 
Interviews will be conducted throughout Oct/ Nov so please apply ASAP as the position may 
be closed prior to the closing date.  
 
 
Please note:  We will not be able to employ you if you are not eligible to work in the UK. We 
will not be able to obtain a work permit on your behalf. 

Applicants are encouraged to inform us if any reasonable adjustments are needed to be 
made during any part of the recruitment process. 

Please let us have details of your current salary and two referees including one from your 
current employer – if you would prefer us not to contact them until a later stage of the 
selection process, please let us know. 

We will notify all applicants when the process is complete. 

The Liberal Democrats are equal opportunity employers and particularly welcome 
applications from groups who are currently under-represented in our staff. 

mailto:recruitment@libdems.org.uk
https://d3n8a8pro7vhmx.cloudfront.net/libdems/pages/44304/attachments/original/1546868978/Diversity_monitoring_form.docx?1546868978

