
 

 

 

 

 
 

Job title Manager, Event Operations (Part-time FTC) 

Reports to Director of Events 

 
About UK Finance 

 
UK Finance is the collective voice for the banking and finance industry. Representing 
nearly 300 firms across the industry, we act to enhance competitiveness, support 
customers and facilitate innovation. 

 
We work for and on behalf of our members to promote a safe, transparent and 
innovative banking and finance industry. We offer research, policy expertise, thought 
leadership and advocacy in support of our work. We provide a single voice for a diverse 
and competitive industry. Our operational activity enhances members’ own services in 
situations where collective industry action adds value 
 
Our purpose  
 
To champion a thriving banking and finance industry, acting always in the best interests 
of consumers, businesses and wider society. 
 
Our values  
 
Integrity:            We act transparently and ethically for the good of our members as well 

as their customers and wider society. We seek to enhance trust in the 
banking and finance industry. 

Excellence:       We lead from the front as a beacon of quality, inspiration and best 
practice. 

Leadership:       We are proactive and innovative in helping to shape tomorrow’s banking 
and finance landscape 

 
 
Job purpose 
 
Working closely with the Director of Events, the Manager Event Operations will be 
responsible for oversight of processes and planning, driving and enabling the team to 
maintain a consistently high standard for the ‘member experience’ across an extensive 
programme of virtual and in-person events. A talented project manager, with an interest 
in financial services, this is an excellent opportunity to be involved across an exciting 
portfolio of events, in different formats, for separate audiences, on varying themes.  
 
 
 
 



 

 

 

 

 
 

Duties and responsibilities 
 

• Lead and ensure oversight and coordination of planning meetings for all projects, 
with internal and external stakeholders, to ensure information flow and planning 
processes are consistent across the business.  

• Work within an existing framework of standard operating procedures for events to 
ensure key deadlines are met and stakeholders are updated. 

• Manage and plan ‘forward look’ schedule of events – venue search and 
procurement to allow events to go to market earlier 

• Responsible for managing audio-vsiual, technology platform, production and 
catering suppliers to create outstanding events; 

• Working across the team to ensure that CRM systems are updated following 
events and engagements and that personal data has been collected correctly, in 
line with UK Finance’s personal data policies. Working closely with the CRM 
team to ensure we are best utilising the system and making it one source of truth. 

• Ensuring key sponsors and event partners are provided with support as required 

• Act as key liaison with procurement team to have a roster of suppliers to drive 
cost and buying power, efficiencies and consistency. (e.g production / branding / 
venues / caterers) and that key finance processes are adhered to 

• Ensuring that presentations, materials and other collateral are produced to UK 
Finance standards 

• Deliver vision and values of UK Finance through all work 
 

Skills and competencies 
 
A process-driven business strategist used to organising high-pressure and high-profile 
conferences and networking events. This role will be a natural home for a person who 
has several years’ experience of both conference production and event logistics, as it 
requires the skills to continually match complex regulatory and legislative issues with an 
interactive, outstanding delegate experience. An ability to analyse a complex problem’s 
component parts to find innovative logistical solutions will be advantageous, while the 
ability to juggle multiple, diverse workflows simultaneously is essential. 
  

• Team leadership skills; 

• Advanced PowerPoint skills; 

• Experience of managing large scale, c-level events; 

• Strong negotiation skills; 

• Strong communication skills – both written and oral 

• Solves complex problems; takes a new perspective using existing solutions; 

• Unafraid by the prospect of running many events, often close together; meeting 
deadlines and delivering under pressure 

• Understanding of branding sensitivity; experience of working successfully with 
multiple sponsors while maintaining brand integrity; 

• Works independently, receives minimal guidance; 

• Willingness to work flexibly, and outside of normal office hours, as part of a team 
working on early morning or late evening events; 

• Works well with others to ensure collaboration 

• Flexible and accommodating attitude and a willingness to welcome responsibility 

• Event marketing and copy-writing experience would be advantageous; 



 

 

 

 

 
 

• Experience of using Salesforce-based CRM systems also a plus. 


