EVENT COORDINATOR
Job Description
Summary: This position is responsible for providing assistance in the preparation and administration of meetings and exhibitions.
Key Duties and Responsibilities: 

1. Assist the assigned Event Manager, in planning and coordinating workshops, conferences and exhibitions, such as liaison with contractors, hotels, exhibition centres, committees, authors, exhibitors and other SPE offices.
2. Under the direction of the assigned manager, interface with various Conference Committees by communicating and attending Committee Meetings.

3. Prepare Agenda and Minutes of Committee Meetings when required.

4. Assist the assigned Event Manager, including but not limited to, conference activities such as: 
· Site inspection when required

· Preparation of conference/workshop production schedule and time table
· Communicate with authors on submission of manuscripts and liaise with committee members/session chairpersons
· Publicity, marketing and print production including Company Web Site, Event Brochures, Call for Papers, News Release, Conference Preview and Conference Programme

· Sponsorship solicitation

· Programming effort, including liaising with SPE Richardson office and vendor to produce CD-ROM Proceedings

· Preparation of Staging Guide
· Ordering of Meeting supplies
· Visa application letters, Itineraries, Order of Business, Scripts

· Conference/Meeting arrangements and audio/visual requirements

· Organising of Social functions

· Compiling Event Statistics and Survey Summaries

· Appreciation Letters to Committees, Speakers, Key Management, and Sponsors

· Final reconciliation of financial outcome in particular for workshops
5. To be competent with in-house computer applications such as Q, PPMS and other software programmes that are applicable to event administration.

6. Processing all applications and registrations for events and entering delegates information into Q database.

7. Assist the management, in other projects as and when required.
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Qualification Requirements: To perform this job successfully, the individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.

Education and/or Experience: Relevant Diploma/Degree holder or equivalent with 3-4 years of work experience.
Possess strong organisational, communication, analytical and mathematical skills. The individual must be able to work harmoniously and independently on a wide range of projects with members, fellow staff, and hospitality industry suppliers.

Communication Skills:

An excellent command of verbal and written English is essential. Ability to speak, read and write Bahasa Malaysia and other languages is an advantage. Must have the confidence to present information in one-on-one and small group situations to members, customers, clients, and other employees of the organisation in a clear and concise manner.

Other Skills and Abilities:

· Must be computer literate in MS Word, MS Excel, MS Power Point
· Good organisational skills

· Ability to work on multiple projects simultaneously and meet deadlines

· Ability to travel overseas for committee meetings and on-site management of meetings

· Ability to write routine reports and correspondence.

· Self-motivated

· Detailed and project oriented
· Ability to understand a variety of instruction furnished in written, oral, diagram or scheduled form

· Ability to work overtime as and when required to complete a task
Reporting Procedures: The employee will report directly to the Human Resource & Accounting Manager for vacation, sick leave and other authorised absences from the office. 

Acknowledged By,
________________________

Name:

Date:
Note: The contents of this job description may be amended to reflect the role and responsibilities of the position which may be reviewed from time to time.

