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WE ARE WOMEN IN SPORT 

Are you passionate about gender equality? Do you want your work to make a difference? We are 

Women in Sport – come and join our team. 

Women in Sport is the leading charity dedicated to empowering women and girls through sport. Our 

vision is a society where women and men have equal opportunities. Women and girls are missing out on 

the lifelong benefits of sport. We want to change this, now, for every woman and girl in the UK. We are 

the only organisation in the UK that researches sport purely from the perspective of women and girls.  

We use the insight gained to drive change through campaigns and partnerships. 

We have an exciting event in October and now need an experienced Events Manager to add capacity to 

the team and help make this a landmark moment for women’s sport. We are looking for an experienced 

event/project manager who has run conferences or events of a similar scale previously. You will have 

first class project management skills and deliver our Empower conference in October 2018, a key part of 

our EU funded project which aims to improve the visibility of women’s sport. 

 
We are a team that shares a great ambition, has a highly flexible and adaptable approach to work and 

comprises people who want their day job to make a difference to society. An interest in women’s sport 

will also help but you do not need to be ‘sporty’ – in fact we value a diversity of experiences of sport in 

our team. And you don’t have to be female to work here. Come and be part of this exciting new era for 

women’s sport.  

THE ROLE 

The Events Manager will lead the project management of our conference, ‘Empower’ on 18 October 

2018. 

Empower is Women in Sport’s flagship event of 2018 - asking why, 100 years after women first voted in 

the UK, our society is still not an equal playing field and whether sport could be part of the solution. It 

provides the first opportunity to hear more about our new cross-European research exploring the visibility 

of women’s sport in the media. We will be welcoming over 200 delegates from across Europe and a host 

of exceptional contributors.  

The Empower conference is a crucial part of our joint project exploring women’s sport in the media 

supported by the EU funded Erasmus+ Sport programme, and part of the role will be ensuring this 

opportunity to showcase the outputs of the project are maximised. 

The bulk of the design and curation of the conference day has been completed and tickets are on sale. 

The Events Manger will play a crucial role managing the remaining planning and logistical delivery of this 

significant event for the charity, ensuring all commitments are delivered as planned.  

You will have significant experience in event delivery, ideally in a sport setting, and be a confident project 

manager, able to pick up an existing project and run with it with confidence.  

You will have an excellent eye for detail while maintaining oversight of a large event with multiple high-

profile stakeholders.  



 

Responsibilities 

1. Event Planning 

• Using existing conference timetable and project plan, manage the next steps of conference 

planning, ensuring every element is on track and in place to be delivered on 18 October 2018. 

• Manage relationships with existing speakers and contributors, ensuring they have everything 

they need to contribute on the day and communicating any key information, including 

speaking notes and briefing packs, within appropriate timeframes.  

• Manage the logistical planning to ensure delegates have a world-class experience on the day, 

including designing and sourcing delegate packs and managing pre-event communication. 

• Coordinate the design and delivery of staging and audio-visual assets, in line with agreed 

communication objectives and messaging.   

• Liaise with Women in Sport team to ensure accurate information is communicated to 

delegates via EventBrite and deal with any ticketing enquiries.   

• Maintain regular communication with conference venue (Museum of London) Events Team to 

ensure all preparations are on track.  

• Maintain relationships with other events personnel such as photographer and ensure they are 

fully briefed ahead of the event.  

2. Event Delivery and Logistics 

• Liaise with Museum of London Events Team to manage logistical detail of the event including 

but not exclusive to: 

o Ensuring the smooth running of the day according to the agreed schedule.  

o Ensuring speakers and contributors are well-looked after and in the correct place at the 

correct time. 

o Delegate experience on the day including transitions between conference sessions.   

o Catering arrangements.  

o Management of staff and volunteers.   

• Lead running of event on 18th October ensuring all staff, volunteers and speakers are aware 

of their role and fully briefed, and problem-solve as needed.  

 



3. Communications 

• Work with Women in Sport communications lead to ensure the conference provides an excellent 

opportunity to present the findings of our Visibility of Women’s Sport in the Media research and 

provide the delegates with an inspiring and thought-provoking experience.  

• Work with Women in Sport team to ensure the running of the Empower event reflects the 

communication plans and meets the needs of the wider communications aims of the project, as 

well as the agreements with Empower corporate sponsors.   

4. Follow Up  

• Manage all aspects of follow up and evaluation of the conference including but not exclusive to: 

o Evaluation  

o Thanking speakers and contributors 

o Final payment to Museum of London 

o Ticket income from EventBrite  

5. Monitoring and Evaluation 

• Contribute to the evaluation of the final event, ensuring the Women in Sport team are provided 

with the required information to comply with funder reporting requirements.  

Reward 

Starting salary: £32,000 per annum pro rata for 21 hours per week. This is a fixed term role with 

activities to be delivered from August to November 2018 (exact dates to be agreed with the 

successful candidate). 

Hours: 21 hours per week, to be worked flexibly according to the variable demands of the project, with 

working pattern agreed on appointment. The post holder will be required to undertake some 

commitments outside normal working hours.  

Annual leave: 25 days, plus Bank Holidays (pro rata). 

Pension: Women in Sport operates an auto enrolment pension, with matched contributions of up to 3% 

of salary. 

Flexibility: Women in Sport offers a range of options for flexible working and we’d be happy to discuss 

your needs at interview stage. 

 



PERSON SPECIFICATION: SKILLS & 

EXPERIENCE 

Required 

• Experience of developing and executing plans for large ticketed events with a proven track record of 

successful delivery.  

• Experience of managing relationships with high profile individuals.  

• Experience of budget management.  

• Excellent project management skills within a complex environment.  

• Excellent organisational and time management skills. 

• Good communications skills: written and verbal.  

• Experience of having managed third-party suppliers/agencies.  

• Experience of monitoring and evaluating large events and measuring long term impact.  

• Ability to prioritise workload of self and others, and work independently.   

• Demonstrable commitment to Women in Sport’s values: Fairness, Challenging, Insight-Led and 

Collaborative. 

• Sport sector knowledge?  

Desirable 

• Experience of working on an Erasmus+ funded project.  

• Interest in women’s sport.  

• Good knowledge and understanding of equality and gender issues.  

• Project Management qualification. 

Personal Attributes 

• Enthusiasm, energy and willingness to meet challenging demands, work to deadlines and budget. 



• Self-motivated, able to use initiative and a highly flexible approach to work. 

• Self-disciplined and highly organised with excellent attention to detail.  

• A strong team player with good inter-personal skills, even when in remote working environments.  

• Problem solving skills; proactive and forward thinking. 

• Thrives in a fast-pace environment, with a 'can do' attitude. 

• Confident decision-making ability: ability to analyse data and information, engage stakeholders and 

weigh up options to make clear decisions. 

• A personal commitment to the Women in Sport cause. 

ABOUT US 

We’re committed to equality and operate within a culture and structure that recognises diversity and 

strives to be fair.  We live by our values of Fairness, Insight-led, Collaborative and Challenging, and we 

aim to have an entrepreneurial and flexible approach to work.  

We’re based at the House of Sport in Borough, London, where we share facilities with a range of other 

sport businesses and charities. The environment offers us the flexibility to work in a hot-desking 

environment, alongside all the ‘Big Office’ facilities of great broadband, a selection of well-equipped 

meeting rooms and break-out space. It suits our fast-paced, enthusiastic attitude and allows us the 

flexibility we need to respond to change.  

 

We’re a small team, but we’re doing big things. If you want to help us achieve our vision, why not 

consider a career with Women in Sport. We’re in. Are you?  

HOW TO APPLY 

To apply please send a CV and a covering letter (no more than one side of A4) demonstrating 

how your skills and experience match the Person Specification to careers@womeninsport.org.  

CLOSING DATE: Tuesday 24th July 2018 (11.59pm) 

mailto:careers@womeninsport.org

