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	Profile
	I have over 10 years experience in planning and delivering a wide range of events within varied business sectors. Working over the years with many clients from the private and public sector, not-for-profit and charity organisations.
I am a good team player, calm and pro- active in stressful situations. I am a self motivated individual who is able to communicate at all levels within an organisation.
Event Management is something that I enjoy and excel at.  I have consistently proved that I can hit the ground running and deliver real results!

	Key Skills

	Event Management

· Implementation of an agreed events programme

· Day to day team management 

· Budget responsibility

· Negotiating costs

· Pre and Post event reporting

Event Planning

· Developing content for events

· Researching and liasing with high profile speakers

· Post event analysis

· Sourcing external suppliers

Event Logistics

· Sourcing Venues

· Onsite Management

· Catering

· AV / Technical requirements 

· Delegate registration

Event Marketing

· Producing promotional material
· Creating e-shots and mail shots
· Manipulating the database for target markets


	Career Summary
	From

To

Company

Role

June-07

July-08
The Marketing Society

Event Manager
May-06

Jul-06

Chartered Institute of Personnel and Development
Event Manager
Aug-05
May-06
The Sainsbury Centre for Mental Health

Event Manager
Sept-04
Mar-05
The Design Business Association
Event Manager
Nov-00
Oct-03
The Association Of MBAs
Head of Events
Aug-99
Oct-00
Church House Conference Centre 
Conf Exec
Jul-96
Jul-99
SEMA Group Telecoms
Conf Co-ordinator
Jul-95

Jul-96

Sweet & Maxwell

Conf Co-ordinator
Nov-89

Jun-95
Prudential UK


Sales Support


	Work Experience


	The Marketing Society - Event Manager (Freelance contract)

The Marketing Society is a membership organisation for senior marketers and my role involves organising:

· Evening seminars and debates

· Business Leaders Dinners

· Annual Conference



	
	Chartered Institute of Personnel and Development - Events Manager (Freelance contract)
CIPD is the professional body for those involved in the management and development of people. There are 124,000 members.

My role as events manager involved the following:

· Manage the logistics for CIPD conferences

· Manage external suppliers for all conferences

· Line responsibility for 5 Conference co-ordinators

· Prepare and manage budget



	
	The Sainsbury Centre for Mental Health - Conference and Events Manager  (Freelance contract)

SCMH is a mental health charity that works to influence policy and improve practice in the workplace. I managed the conference and event programme and my remit included:                                                                              

· Manage joint events with other organisations including ensuring that contracts are drawn up as appropriate

· Manage the 3 members of staff including completing appropriate appraisal reports and formulating and implementing personal development plans

· Manage the overall departmental conferences budget 


	
	The Design Business Association - Event Manager (Freelance contract)

The DBA is a trade association that represents the interests of designers in the UK. 
My projects included:
· Regional road show in collaboration with UK Trade and Industry

· Seminar with Channel 4’s Stuart Cosgrove (Director of Nations and Regions)
· Lecture with Green and Black’s Mark Palmer (Marketing Director)



	
	The Association Of MBAs  - Head of Events
I managed the national events programme for the Association of MBAs, which is a registered management educational charity with 14,000 members.  

I led a team of Event Managers and in addition to my management responsibilities my role involved developing and maintaining the events calendar which included the following:-

· European Conferences in France, Spain & The Netherlands

· Seminars and Receptions

· Exhibitions and Fairs

· Evening Lectures & Black Tie Dinners

I also had responsibility for the high level co-ordination of our regional programme, which consisted of approximately 50 events per annum.

	Work Exp

Cont..
	Church House Conference Centre - Conference Executive

· Co-ordinating up to 20 Conferences and Events on a weekly basis 

· Managing Security Issues for high profile clients

· Arranging Stage Sets and Audio Visual Equipment

· Promotion of the venue

· Menu Planning

· Post Conference client liaison



	
	SEMA Group Telecoms - Conference and Communications Co-ordinator 

· Logistical organisation of global in-house events for up to 1000 delegates

· Organisation of Product Launches in London and Europe

· Sourcing Venues, AV Equipment and organising Catering Suppliers

· On site supervision of event and staff

· Supporting Database Design, Development and Administration

· Website development, maintenance and management

· Creation and design of publicity campaigns

· Editing company newsletter



	
	Sweet & Maxwell  - UK & International Conference Co–ordinator

· Sales Conference Organisation

· Co-ordination of Product Launches 

· Administration of the Student Law Prize



	
	Prudential UK  - Sales Support Administrator/Team Leader

· Management of the support team

· Support to the Sales Team

· Budget monitoring



	Education &         Qualifications  
	Hainault High School -  London          

· 10 O Levels (Inc. Maths, English language, Computer Studies, Biology)

· 3 A levels (French, English Literature, Art)



	Further Qualifications
	· Certificate in Conference Organising (Society of Event Organisers)

· Financial Planning Certificate Part 1

	IT Skill Base
	· Microsoft Office Applications (word, excel, access)

· Adobe Acrobat 

· Some HTML Programming

· Apple Mac and PC proficient


	Personal  Attributes
	· Excellent Organisational Skills

· Team Player and Good Communicator

· Work very well under pressure

· Confident in my own abilities



	Time out
	Aug 88 – Aug 89

One year travelling throughout Europe and the Middle East.  I did the ‘Vendenge’ in the South of France and worked on two Moshavim in Israel

Nov 03 – Sep 04

Career break to spend some quality time with my daughter Alice.
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