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The Liberal Democrats 
   

Visits and Events Officer 
to the Leader of the Liberal Democrats 

LDHQ, Westminster SW1P 
 

Salary – £26-28,000pa 
& employer’s pension contribution 

Fixed-term contract initially to June 2015 
  
The Liberal Democrats are recruiting a Visits and Events officer to oversee the 
political visits of the Deputy Prime Minister in the run up to the General Election. The 
role will also include key involvement in the General Election visits programme. 
 
 
Please direct queries and applications to Emma Peall on 020 7227 1280 or at 
emma.peall@libdems.org.uk.  
 
Closing date:  5pm, Monday 1 September 2014 

mailto:emma.peall@libdems.org.uk
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APPLICATION PROCEDURE 
 
Please apply by email attaching: - 
 

 A full CV (no more than two pages and including contact telephone numbers 
and email address);  

 A covering letter (no more than one A4 page) setting out why you want to do 
this job and how your experience and skills are relevant to it; 

 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 specifically let us know. 

 In addition to the above, please submit a visit plan for the Deputy Prime 
Minister, following the brief below: - 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Your application should be sent to Emma Peall at emma.peall@libdems.org.uk.   
 
The deadline for applications is 5pm, Monday 1 September 2014 
 
We will notify all applicants when the process is complete.  

Please note:  We will not be able to obtain a work permit on your behalf, should you 
be successful in being made an offer of employment. We will not be able to employ 
you if you are not able to produce the necessary documentation showing that you are 
eligible to work in the UK. 

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

Brief 
The DPM will finish his regular LBC show at 0930 at their studios 
in Leicester Square. He then must return to the Cabinet Office for 
a meeting at 4pm that afternoon. 
 
Based on key Liberal Democrat messages, please plan a visit 
schedule for the available time. Please be as specific as possible, 
including suggested venues and travel time.  
 
You should include a short explanation as to why you have made 
your choices, and also include details of what media interviews 
you expect to take place. 
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JOB SPECIFICATION 
 
Job Title:  Visits and Events Officer  
 
Responsible to: General Election Planning Manager 
 
Salary: £26-28,000pa & employer’s pension contribution 

Fixed-term contract initially to June 2015 
 
Location:  LDHQ, Westminster SW1P 
 

 
Purpose of job 
 
The Liberal Democrats are recruiting a Visits and Events officer to oversee the 
political visits of the Deputy Prime Minister in the run up to the General Election. The 
role will also include key involvement in the General Election visits programme. 
 
 
Key Responsibilities 
 

1. Managing Nick Clegg’s political visits as Leader of the Liberal Democrats.  

This includes: 

a. Organising visits and events across the country including making 

logistical arrangements, liaising with key internal and external 

stakeholders and undertaking advance visits; 

b. Proactively identifying visit opportunities that balance campaign and 

media objectives, and internal and external needs.  These will include 

TV and photo opportunities, town hall meetings, engagement activity, 

fundraising and internal Party meetings; 

c. Preparing and collating relevant briefing material, including operational 

notes, visit briefing, political briefing and media briefing; 

d. Working closely with the press officers responsible for visits and 

events, regional teams, and the Digital Team to help maximise 

organisation of other staff required on each visit or event; 

e. Work with the General Election Planning Manager, and alongside visit 

press officers to identify visit locations suitable for the General 

Election. 

2. Help coordinate visits activity for other senior Liberal Democrat figures 

(including Ministers) that will support the party’s communications, internal 

engagement, fundraising and campaigning needs.  This includes: 
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a. Maintaining a database of internal visit stakeholder contacts; 

b. Ensure MPs and Ministers are closely linked to regional teams and 

local parties; 

c. Ensure the party is able to provide all senior party figures with up to 

date political briefing ahead of their party visits throughout the year. 

3. Responsibility for coordinating the Party Leader’s conference schedule. 
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PERSON SPECIFICATION 
 

The successful candidate will have sound political judgement, be extremely efficient 
and well organised, be creative with a good eye for visuals, and have the confidence 
to work on their own initiative.  
 
They should show an ability to work to tight deadlines, and be comfortable with 
rapidly changing schedules. 
 
Experience of arranging high profile visits and events, and strong logistical and 
organisational skills are essential for this role.  
 

Essential Skills and Experience 

1. Extremely strong organisational ability, with understanding of forward-

planning and the ability to anticipate and solve problems; 

2. Sound political judgement; 

3. The ability to work to tight and often changing deadlines; 

4. High level of personal efficiency and confidence to work on own initiative; 

5. Experience of arranging high profile visits and events; 

6. Ability to represent the Deputy Prime Minister to a wide range of 

stakeholders; 

7. Commitment and willingness to work demanding and unsocial hours and to 

accompanying the Leader on a significant number of campaigning visits 

around the UK; 

8. Good diplomatic and inter-personal skills; 

9. A strong commitment to and understanding of the aims and values of the 

Liberal Democrats, and a good understanding of the party’s organisation; 

10. Experience of preparing clear and concise operational notes and political and 

media briefing material; 

11. Sound understanding of and experience of political campaigning; 

12. Awareness and ability to understand media requirements at events and in 

particular to identify and set up visual impacts. 


