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CONFERENCE CO-ORDINATOR 
Reporting to: Conference Manager
JOB PURPOSE
To deliver high quality conference, meeting room services – including preparation of meeting rooms, serving refreshments and providing an excellent customer experience.   Undertake reception duties; provide administrative support to all Acorn House and Margaret Powell House activities to ensure the smooth running of the venues.

Work as part of a team to develop Acorn House and Margaret Powell House as the central provider of services, resources and accommodation for the Milton Keynes voluntary sector and the wider community, including local small and medium enterprises (SMEs) and statutory bodies.

ROLE OVERVIEW
· To handle enquires and bookings of the meeting rooms and conference suites.  
· Prepare the meeting rooms and conference suite for bookings, including furniture layout, preparation, serving of refreshments, and managing the multi-media and IT equipment.
· To undertake reception duties, providing a high standard of customer care, welcoming and providing information to all tenants, clients and many visitors.

· To work closely with colleagues to ensure that the administrative tasks of both buildings are identified and met and priority tasks are completed.  Handle enquiries from tenants and third-party suppliers.
·  Liaise with the managing agents to ensure property maintenance is undertaken and take responsibility for keeping the building well organised and maintained.
· To work to an agreed annual plan, which is regularly reviewed with the Director of Operations. 
· To take responsibility for end of day lock-down of the building
KEY RESPONSIBILITIES
· To be fully conversant with the services offered by Acorn House and Margaret Powell House and to handle enquires about facilities and services. 

· To work primarily 3.30pm – 7.30pm Monday-Friday but other hours to cover holidays, sickness etc will be required and therefore a flexible approach is required.
· Undertake reception duties, acting as first point of contact for all users of the venue and visitors.  
· Preparing meeting rooms and conference suites by setting up rooms, serving refreshments etc.

· To be responsible for the maintenance of equipment and stock levels of consumables. Liaise with all contractors, including IT. 
· To be responsible for the office premises, including ensuring that conditions and working practices comply with health and safety regulations.

· To maintain financial records to assist in the preparation of monthly, quarterly and year-end finance papers and invoices. 

· To assist at various Community Foundation functions and events and to promote our facilities
· To develop and maintain effective communications with other members of staff and trustees to maximise the potential of the Community Foundation’s objectives.

· To undertake any other duties, as required by the Director of Operations.
ESSENTIAL SKILLS & REQUIREMENTS
· Excellent interpersonal skills with an approachable and warm manner together with a supportive and professional attitude. 

· Excellent administration and numeracy skills. 

· Excellent customer care skills.
· Excellent organisational skills, with the ability to work alone, under pressure and to meet deadlines.
· Evidence of IT skills, in particular with regards to databases, Excel, word etc
· Motivated, flexible and prepared to suggest change to improve standards.
· Excellent written and verbal communication skills, and excellent attention to detail.
· The ability to remain calm, helpful and positive in all situations and the ability to relate to all sectors of the community.
· Can take responsibility for allocated tasks and see them through to conclusion, requesting assistance when required.
· Flexibility as additional hours, holiday cover and weekend work may be required. 
· Works well with colleagues in a team environment.
DESIRABLE SKILLS & REQUIREMENTS
· Knowledge of Milton Keynes.
· Knowledge and understanding of the voluntary Sector
· An understanding of the requirements of local small and medium enterprises (SMEs) and statutory bodies.
· Experience of working in the hospitality sector.

· A thorough understanding of Health and Safety issues, including First Aid and Fire Warden training. (training will be provided)
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