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	Position Title:
	Events Executive 

	Practice Group / Shared Services Team:
	Business Development & Marketing 

	Centre
	Sydney

	Date Created / Last Edited:
	April 2021


Working. Respect. Together

King & Wood Mallesons is committed to creating an inclusive, fair and respectful culture.  We require all partners and staff to contribute to a safe working environment which is free from unlawful discrimination and/or harassment.  We also require partners and staff to maintain a professional standard of dress, appearance and behaviour during work and at work related functions.

We acknowledge, understand, accept and value differences among all our people. This may relate to age, marital status, ethnicity, carer's status, gender, physical and mental disability, sexual orientation, gender identity, gender expression, spiritual practice or religious belief, for example.
We recognise the importance of reconciliation with Aboriginal and Torres Strait Islander peoples and pay our respects to them as the traditional owners of country.  
Position Summary 

The event executive is responsible for the professional delivery of various elements of our comprehensive events marketing program, tailored to the firm’s people and business development objectives and strategy. To add to our dynamic team, we are looking for an aspiring event executive to plan, coordinate and deliver events, seminars and sponsorship activations in various formats including in-person, virtual and hybrid. This position would suit candidates with 1-2 years’ experience or an event management or marketing graduate.  Administrators and AV professionals looking to transition into corporate events are also welcome to apply. 

Your Key Responsibilities

· Coordinate the planning and delivery of a high volume of virtual, in-person and hybrid events, seminars and sponsorship activations as part of the national internal and client events program
· Work closely with the Business Development team, Corporate Affairs team and stakeholders to deliver powerful events and campaigns that positively impact revenue 

· All aspects of event management, including taking briefs, scoping, sharing knowledge, planning, administrative tasks, stakeholder management, event delivery and evaluation 

· Budget management 

· Develop strategic and creative event concepts that engage both internal stakeholders and the event audience 

· Provide a high-level of on-site and virtual support during events and seminars 
· Draft event communications including invitations and associated collateral 

· Ensure all events tasks are completed to deadlines 

· Set up and management of event guest lists in our client database 

· Co-ordination of collateral associated with the event, including invitations, presentations, brochures, signage, menus, name badges, seating plans and place cards. 

· Liaise with relevant members of the client floor, office premises and AV staff to ensure bookings, catering, AV requirements, signage etc. are delivered to the highest quality for all events. 

· Research, source and recommend appropriate venues for events as required. 

· Accurate and detailed reporting of event attendance and event feedback 

· Actively collaborate with and support colleagues across the national events team in relation to idea generation, information sharing and capacity 

Your Key Relationships

· Head of Client Engagement and Sponsorships 

· National Events Team colleagues 

· Head of Business Development 

· Head of Corporate Affairs 

· Business Development & Marketing 

· Kitchen, catering, Audio Visual and Business Services teams  

· Partners and legal staff 

· Other shared services staff 

Capabilities

Our Capability Framework is a key tool to help drive business results and achieve our vision of leading the way in creating value, centred on what our clients need.

To succeed in this position the following capabilities are to be achieved:
People

· Respectful and supportive interactions that lead to firm high performance 

· Building effective teams by empowering and coaching people

· Leading through collaboration and accountability

Clients

· Consistently delivering superior client service

· Becoming a trusted advisor through deep understanding of the client

· Building strong and enduring client relationships

· Adapting flexibly to a changing environment to meet client needs

Firm

· Application of technical knowledge to advance the client’s commercial objectives

· Development of legal and industry/sector expertise

· Effective practice and project management

· Building your professional reputation 

· Achieving financial and cost targets

· Commitment to continuous improvement through innovation

· Applying business acumen in pursuit of opportunities for the firm and clients

· Effective workload and project management

Financial

· Applying business acumen in delivery of service to clients

· Achieving business, project and budget goals

· Commitment to continuous improvement through innovation

Skills and Attributes 

Essential 

· In addition to an interest in in-person events, enthusiasm for conceptualising, planning and delivering virtual and hybrid events 

· Strong client service approach 

· Ability to deliver excellence in a fast-paced environment, and manage multiple projects simultaneously with tight deadlines
· Some experience in managing budgets

· Excellent work ethic, integrity, and a high degree of professionalism 

· Creativity coupled with superior attention to detail 

· Strong interpersonal skills with a proven ability to build rapport with a wide range of stakeholders at all career levels 

· Strong written and verbal communication skills 

· Highly efficient administrative and organisational skills 

· Ability to work both collaboratively and autonomously 

· Adaptable and a team player with a ‘can do’ attitude
· Efficient and friendly manner 
· High level of computer skills, with experience in word-processing (i.e. Microsoft Word), spreadsheets (i.e. Excel), and presentation packages (i.e. PowerPoint) 

· Must be able to work flexible hours, including breakfast and evening events. Infrequent weekend work may be required.
· Interest in developing commercial awareness and business understanding to deliver powerful events and leverage opportunities 
· Curiosity and an on-going desire to learn and improve 

Desirable 

· Computer skills – experience using Salesforce and Eloqua

· Tertiary education in event management, marketing, or related field 

Our Vision and Values

Our global vision…

‘To create a unified top tier global law firm headquartered in Asia’

Across our global firm we have values that guide us and that we aspire to live up to…

Client centric

Dynamic and entrepreneurial

One team.  One firm

Excellence and innovation

Stewardship

Global Perspective

…these are the same in whichever part of the firm you are working, in all countries.

As King & Wood Mallesons evolves to meet changing strategic and operational needs and objectives, so will the roles have required of its staff.  As such, this document is not intended to represent the position which the occupant will performs in perpetuity.  It provides an overall view of the incumbent’s role as at the date of this statement.  In addition to this document, the specifics of the incumbent’s role will be described in local area work and project plans, and in performance plans developed by the incumbent and relevant partner/manager as part of KWM’s performance evaluation, development and progression processes.
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