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• Annual leave – the full-time annual leave  

   annual entitlement is 30 working days  

   (not including bank holidays) 

•  Season ticket loan scheme 

•  Generous Pension scheme 

•  Cycle to work scheme 

•  Qmotion sport and fitness centre 

•   Employee Assistance Programme 

•  Flexible working practice (based on 

personal circumstances and working 

preferences) 

•  On-site day nursery 

 

http://hr.qmul.ac.uk/procedures/leave/ann_leave/
http://hr.qmul.ac.uk/procedures/leave/ann_leave/
http://hr.qmul.ac.uk/procedures/leave/ann_leave/
http://www.hr.qmul.ac.uk/forms/pay/index.html
http://hr.qmul.ac.uk/workqm/pensions/
http://hr.qmul.ac.uk/workqm/paygradingrewards/reward/benefits/cycletowork/
https://www.qmsu.org/qmotion/
http://hr.qmul.ac.uk/wellbeing/workplace-support/employee-assistance-programme/
http://hr.qmul.ac.uk/procedures/leave/flex_work/
http://hr.qmul.ac.uk/procedures/leave/flex_work/
http://hr.qmul.ac.uk/procedures/leave/flex_work/
http://www.nursery.qmul.ac.uk/
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Job description 
 

 
Job context 
 
Queen Mary Students Union is a membership organisation that is the voice of all Queen Mary students. 
Queen Mary students’ union also provide a number of commercial services including a gym, events, 
shops, licensed venues & hospitality. This role will take the lead on our alcohol free programme as well 
as promotion elements for events.   
 
QMSU Services Limited is the wholly-owned subsidiary of the charity (QMSU – the Students’ Union). 
Carrying on the business as a commercial social purpose company, the services are provided 
principally for students, staff, and guests of the University. 
 
This role will incorporate the duty management of our retail activity on our Mile End Campus 
 
Job purpose 
 
To assist with the co-ordination of the annual student’s union events calendar across all sites. To 
research coordinate and deliver all elements of the alcohol free & social postgraduate events program 
producing high quality events and activities to our student body. To coordinate and deliver events that 
appeal to our student groups which are less engaged.  To manage and update the events social media 
& event pages within the www.qmsu.org website. To assist with the day to day administration 
procedures of the Students Union Venues & Events Department.  
 
 
Main duties and responsibilities 
 
 

• To create, monitor and review events and activities on and off campus as part of the non-
alcoholic & events programme ensuring all stakeholders needs are met and a good quality 
event experience.  

• In conjunction with the venues and events team to deliver a high quality and diverse programme 
of events across the student’s union. 

• Build relationship with external contractors, halls of residence & key stakeholders to ensure 
great service and delivery of events and activities.  

Job details 

Job title Events Administrator 

Department Students’ Union (QMSU Services Ltd.) 

Reports to Head of Commercial Operations 

Grade and salary Professional Services Grade 2  £27,979  - £30,685 per annum 

Hours per week  Full-time 35 hours per week 

Appointment period Permanent 

Current location Mile End campus 

Work activity type Operational administration 

http://www.qmsu.org/
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• In conjunction with the venues and events team, develop and implement new events and 
activities that focus on wider participation of our students with attention to specific student 
groups such as international, postgraduate and mature students.  

• To ensure effective production & distribution of publicity and digital promotion material for 
Students’ Union events.  

• As required provide supervision and duty manage at events ensuring events are operated in a 
manner that will maximise a positive customer experience.   

• Deal with all events enquires, regarding admission, tickets sales and sign ups to events and 
activities notifying the line manager of any significant issues.  

• To manage a small team of event staff including writing briefs & event plans as well as 
completing the shift rota.  

• Effective administration of the QMSU website maintaining the events and social media pages.  

• To have a full understanding of the MSL system to create events, activities, sign ups and tickets, 
with use of full reporting functions.   

• To monitor and review demand and engagement of non - alcoholic events creating 
questionnaires, reports, feedback forms as required.  

• To source, acquire and raise purchase orders for event materials or equipment, subject to the 
financial constraints of each event.   

• To draft an annual review of the non – alcoholic events programme and suggest changes and 
improvements for future development.   

• Work in a customer focused way and support the team in delivering QMSU strategic plan.  

• Comply with all QMSU health and safety guidelines and undertake training where necessary  

• Attend training courses, meetings, conferences, forums as required.  

 

The above list of responsibilities is not exhaustive, and the jobholder may be required to undertake other duties commensurate 
with the level of the role, as reasonably requested by their line manager. 

This job description accurately reflects the duties and responsibilities of the role at the time the job description was written. These 
duties and responsibilities may change over time without significantly impacting on the character of the role, the overall level of 
responsibility, or its grade. 
 
Depending on strategic or operational needs, the jobholder may in the future be required to work for another existing or new 
organisational unit and/or at a different site within Queen Mary. This may be on a temporary or indefinite basis and may involve a 
change in line management and / or regularly working at more than one site. 
 
Please note that we advertise our salaries on a range to indicate the trajectory of progression that can be made. Appointments 
are usually made at the start of the salary range. The Queen Mary salary structure includes automatic pay progression within 
the published grades, subject to service, funding and performance. In addition to this, there are performance related annual 
pay review schemes in place. 
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Essential: Requirements without which the job could not be done. 

Desirable: Requirements that would enable the candidate to perform the job well. 
 

 
Requirements 

Essential / 
Desirable 

Qualifications Education to Degree level or equivalent in Higher Education E 

Knowledge, 
Skills and 
Experience 

Experience of planning events   E 

Experience of events within the student market  D 

Experience of working to set budgets and financial procedures  E 

Experience of managing a small team  E 

Experience of marketing events and activities  E 

Experience of dealing with challenging situations  D 

Knowledge, & interest in mainstream, niche & cultural events  E 

Competency with social media communication and marketing streams  E 

Excellent verbal and written communication skills  E 

Ability to use own initiative and work with minimum supervision  E 

Excellent time management to organise own workload  E 

Competent use of Microsoft office  E 

Ability to establish and maintain good working relationships with others   E 

Calm & confident when dealing with the general public  
Enthusiastic approach to work  

E 

Experience of working in a pressured environment  E 

Ability to work unsocial hours including evenings & weekends as necessary  E 

  

  

 
* The University has a legal responsibility to ensure that all potential employees can provide documentary evidence of their legal 
right to work in the UK prior to commencing employment.  Candidates shortlisted for interview will be ask to bring their passport 
or another acceptable form of evidence to verify their right to work. For those who do not have a right to work in the UK, the 
University is a UKVI licensed sponsor and is able to issue a Certificate of Sponsorship (CoS) to successful candidates who are 
offered highly skilled roles and meet the eligibility criteria. The CoS enables candidates to apply for a Tier 2 (general visa).  For 
further information on this, please visit the UK Visas and Immigration website: https://www.gov.uk/browse/visas-
immigration/work-visas

Person specification 
This table lists the essential and desirable requirements needed in order to perform the job effectively. 

Candidates will be shortlisted based on the extent to which they meet these requirements. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/774286/Right_to_Work_Checklist.pdf
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Stephen O'Brien   

Head of Commercial Operations 

Tel: 0207 882 8458 

Email: s.obrien@qmul.ac.uk 

 


