


Decarb Connect: Conference Operations Manager (Full time)

· Location: Home-working with regular meet ups in London
· Experience: 3 years + in B2B events or business intelligence, with a strong focus on high quality commercial content that delivers great experiences as well as revenue targets. 
· Requirements: Resident of the UK with legal right to work and willingness to travel to both UK-based and international events

Our Mission: To accelerate decarbonisation of hard-to-abate industry sectors

Decarb Connect is a global initiative that supports hard-to-abate sectors to decarbonise. Launched in January 2020, we are a growing start-up with an experienced team bringing expertise in network-building, content creation, in person/virtual experiences and data products. 

Our focus is on sectors including cement, metals, refining, chemicals, glass and ceramics – all of which face significant challenges if they are to decarbonise and meet their net-zero goals. We support leaders in these sectors tasked with decarbonisation via a private members network, live and virtual events, reports, webinars and a podcast series. 

The business growth in the past 3 years has been phenomenal and we’re on a mission to keep this going and support those driving decarbonisation to make a difference.

Our mission is our priority, but we are a for-profit, commercial organisation.

Conference Operations Manager: The Role

Would you like to make an impact in a business that has a purpose and vision? Do you love ensuring that the event experience clients have is both memorable and valuable to them? Do you get a buzz out of working with an event team to deliver a vision onsite? Are you positive, energetic and have a strong motivation to succeed? Perhaps you’re looking for a team where there’s no such thing as being “another cog in the wheel” and where you’ll have an impact on growth and performance from day 1? 

We’re on the lookout for an experienced and enthusiastic Operations Manager to take charge of the planning and execution of both existing and new events. 

If this is you, talk to us about an exciting opportunity for you to join us in our rapidly expanding business. 

If the following describes you, get in touch: 

· Commercially-minded, you’re highly organised around event logistics research, planning and delivery
· Entrepreneurial – a problem solver and opportunity identifier 
· Confident with tech platforms – able to get up and running quickly whether it’s a CRM system, new ticketing platform or payments processor. 
· Able to work autonomously, resourcefully and using your initiative
· A confident venue and supplier negotiator 
· An organisational whizz – able to juggle multiple projects at different stages of development 
· A keen eye for detail – take pride in the quality and results of your work 
· Have a positive can-do attitude and thrive in a start-up environment and culture
· A team player who can support other departments when needed
· Excellent writing skills that ensure your emails engage delegates and speakers  

Desired:
· 2:1 degree 
· Interest or experience in climate-related/sustainability issues
· Experience in running the logistics for international events in a variety of locations 
· A* organizational skills: you are always in control of the projects that you work on and you can demonstrate your ability to meet deadlines and targets as a habit
· Strong Excel skills
· You can show that you are commercially-oriented, producing high-quality events within the agreed budget and deadlines.


Role responsibilities
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1. [bookmark: _Hlk126576841]Budget Management and Accounting Processes – Making savings where necessary, being creative with solutions to budget issues and ensuring the events do not go over budget. This will involve sourcing and negotiating with suppliers to ensure the best prices without compromising on quality, invoicing and payment handling in Quickbooks, Stripe and Dext (previous experience of these systems not necessary) and chasing outstanding payments. You’ll also be responsible for forecasting to the CEO. 

2. Venue Sourcing - Research, negotiate the best deal and work with the hotel on the contract. You will be the main point of contact for the hotel, arranging catering in advance, when onsite ensuring everything is set-up smoothly and on time and post event, handling hotel billing.

3. Customer Service and Experience - Handling incoming enquiries, working with the marketing team to set-up the registration system in advance of the event launch, sending regular communication emails to registered attendees and working with Sales to ensure we deliver on all aspects of sponsor & exhibitor’s contracts. 

4. Event Logistics - Working with designers to produce onsite printed signage, sourcing printers for badges and lanyards, arranging the sponsored networking dinners, transport& catering for site visits.

5. Event App – You will be the main of contact for the event platform provider Hubilo and will need to upload the branding, agenda, speaker bios& photos, exhibitor/ sponsor digital materials and attendee lists. You’ll need to ensure the platform is always up to date.

6. Project management – You will manage the budget for the project and will ensure we are on track with operational deadlines throughout the event cycle. You’ll lead the Pre-Event Briefing making sure everyone on site is aware of where they need to be and what needs to be done at all times and will contribute to growth planning.  

7. On-site event and Webinar delivery – You will travel to in-person events to support the onsite delivery of your events. You will be the main point of contact for all delegates, suppliers and the venue. For webinars, you’ll take care of the back end logistics and run the prep calls. 

8. General Business Operations – Aside from the conference operations, you will be the main point of contact for Ring Central (our VoIP system), our external ICT support freelancer, responsible for sourcing coworking spaces in London suitable for our team meetups and renewing our travel and event insurance. You will also be responsible for the management of our international VAT consultant and any relevant reporting. 



What Decarb Connect can offer you: 
· 25 days Holiday per year plus bank holidays and between Christmas and New Year.
· Opportunity to contribute purposefully to issues surrounding climate and decarbonisation
· Mentoring from Founder 
· Development and training opportunities and plenty of career growth as the business expands
· Competitive salary and annual bonus scheme
· Stakeholder pension plan

To apply: 
To be considered, you’ll need to send a compelling cover letter along with your CV that shows how you meet the requirements of the role to careers@decarbconnect.com
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