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Job Description 

Job Title:

Conference Co-ordinator 

 

Responsible To:
Hafren: Theatre Manager 
 

Job Purpose:
To assist in delivering most aspects of the Theatre/College conferencing facilities together with other administrative duties connected with the Theatre as and when required.
Principal Responsibilities

1. To actively promote and deliver the conferencing facilities of Hafren;
2. To act as the main point of contact for conference events, answering any queries they may have in an efficient manner;
3. To ensure administration of the conference diary is up to date, confirming conference occupancy and any other events, ensuring customer’s needs are effectively communicated to other departments and delivered;
4. To raise invoices ensuring that accurate transactions are performed;
5. To provide professional and informative show-rounds to potential conference clients;
6. To ensure that the Conference hospitality facilities are cleaned, and stocked, arranging any catering requirements as necessary;
7. To build strong relationships with clients through regular contact;
8. To follow up on and seek client feedback to ensure future business is secured; 
9. To input and record data on the IT resources, observing current GDPR regulations;
10. To provide administrative support to the Theatre Manager (e.g. PRS returns etc.); 
College Responsibilities 

1. To actively promote the Diversity agenda within the College;

2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all College quality systems; 

4. To contribute to and represent the overall visions and values of the College;
5. To comply with all College Information Security (IS) policies and procedures,    ……attend relevant awareness training and to apply information security principles ……when dealing with staff and student information, in line with ISO standard ……27001; 
6. To comply with the General Data Protection Regulation (GDPR), Data Protection Act 2018 and any relevant statutory requirements when processing staff and student personal data or work related data, and in accordance with any guidance or Code of Practice issued by the College;
7. To adhere to all College policies and procedures;

8. To undertake professional development as required; and

9. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the HR Director, which may lead to revisions in light of the operational requirements of the College.

