


Events

Indicative grade 7

Example job titles�����(�Y�H�Q�W���3�U�R�J�U�D�P�P�H���0�D�Q�D�J�H�U�����6�H�Q�L�R�U���2�I�¿�F�H�U

Experiences

Activities and responsibilities likely to be required when working at this level

Subject matter expert in their areas of specialism. Delivery focused with supervisory responsibilities

Manage events; Liaise with internal and external services ; Manage a team of event staff on the day; Responsible 

for aspects of large event; Create detailed and useful run sheets; Budget management; Monitoring and analysing 

of feedback; Write event risk assessment; May have supervisory responsibilities. Put together and control project 

budgets.

Personal and professional development

Development options to consider when working towards this level

On the Job Learning

Lead on low complexity/medium 

complexity events from inception 

to completion; writing risk 

assessments; Develop skills to 

manage: budgets, venue booking, 

catering, marketing, speaker 

liaison; conducting research 

and evaluation (competitors, 

opportunities, risks). Creating and 

managing project-related budgets.

Interactions with others

Become a member of specialist/

professional organisation; link to 

networks (internal and external) 

relating to an aspect of events 

management

Formal training

�'�H�D�O�L�Q�J���Z�L�W�K���G�L�I�¿�F�X�O�W���V�L�W�X�D�W�L�R�Q�V��

training; introductory project 

management; risk assessments; 

Social media or marketing 

training to learn how to attract 

people to your event; ‘Making 

Events Accessible’ training. Plan 

for undertaking a professional 

�T�X�D�O�L�¿�F�D�W�L�R�Q��

UCL Ways of Working for Professional Services

These describe expected behaviours in line with UCL culture and values.  

For further information, and more detailed indicators, search “UCL Ways for Working for Professional Services” on 

the UCL website.

Personal Excellence

Being supportive and kind to 

others around you. 

Persistently committed to 

providing a responsive and 

helpful service.

Taking time to appraise situations 

and to consult where necessary.

Having zero tolerance to bullying, 

harassment and discriminatory 

behaviour in teams.

Working Together

Delegating with appropriate 

guidance and encouraging 

initiative.  

Giving timely, actionable 

feedback and seeking feedback 

yourself.

Promoting personal and 

professional development for 

yourself and others.

Finding creative ways to 

document and share solutions 

to standard situations and/or 

problems.

Achieving Our Mission

Willing to try new ideas which 

may improve outcomes.

Being clear on how your work 

�D�Q�G���W�K�D�W���R�I���\�R�X�U���W�H�D�P���¿�W�V���L�Q�W�R��

overall UCL 2034 objectives.

Willing to work with teams from 

the extended UCL community on 

cross-institutional projects.

Working to a plan and knowing 

how individual tasks and 

�U�H�V�S�R�Q�V�L�E�L�O�L�W�L�H�V���¿�W���L�Q�W�R���L�W��

Level: Independent

Transferable 
skills and 

competencies

Working Together





Events

Indicative grade 9

Example job titles: Head of Events

Experiences

Activities and responsibilities likely to be required when working at this level

Accountable and driving completion of deliverables of a sub-function in line with departmental/institutional strategy; 

Develop compelling and thematic programme that engages audiences and stakeholders; Ensure quality, impact 

and benchmarking; Successful leadership and management of teams.

Personal and professional development

Development options to consider when working towards this level

On the Job Learning

Plan and oversee a thematic 

programme of events; engage 

senior stakeholders; diversify 

income streams through 

events; leverage relationships 

with colleagues on strategy/

research to proactively identify 

collaborative event opportunities; 

Play key role in senior meetings; 

be a go-to person for either all 

UCL or a large area for advice 

and guidance.

Interactions with others

Attend stakeholder meetings 

on broader topics to have an 

events presence; consider 

joining a professional association 

(eg Association of Event 

Organisers/Association of 

British Professional Conference 

Organisers); attend forums e.g. 

CASE; build relationships with 

event professionals across HE.

Formal training

�3�U�R�M�H�F�W���P�D�Q�D�J�H�P�H�Q�W���T�X�D�O�L�¿�F�D�W�L�R�Q����

�I�R�U�P�D�O���P�D�U�N�H�W�L�Q�J���T�X�D�O�L�¿�F�D�W�L�R�Q�V��

e.g. CIM, depending on area of

events; Strategic planning.

UCL Ways of Working for Professional Services

These describe expected behaviours in line with UCL culture and values.  

For further information, and more detailed indicators, search “UCL Ways for Working for Professional Services” on 

the UCL website.

Personal Excellence

Following through on 

commitments to people and 

tasks.

�+�D�Y�L�Q�J���D�Q���D�G�D�S�W�D�E�O�H���D�Q�G���À�H�[�L�E�O�H��

approach, seeking ways to do 

things better.

Showing an active commitment to 

inclusion and diversity.

Visibly demonstrating supportive 

leadership.

Working Together

Encouraging others to pursue 

their development needs, and 

exploring options with them.

Being able to give, and receive 

timely and constructive feedback.

Proactively working with other 

people, teams and functions for 

�W�K�H���E�H�Q�H�¿�W���R�I���W�K�H���L�Q�V�W�L�W�X�W�L�R�Q��

Sharing information and keeping 

all relevant parties in the loop.

Achieving Our Mission

Providing a clear strategic 

direction and making sure 

everyone has what they need to 

get the job done.

Encouraging innovative ways 

�R�I���Z�R�U�N�L�Q�J���W�K�D�W���E�H�Q�H�¿�W���W�K�H��

organisation, based on robust 

understanding of processes and 

practices.

Setting appropriate challenges 

and being clear around individual 

responsibilities.

Letting others take ownership of 

their decisions.

Level: Senior

Transferable 
skills and 

competencies

FORMULATING 
STRATEGIES 

AND CONCEPTS

CREATING AND 
INNOVATING

ENTREPRENEURIAL AND 
COMMERCIAL THINKING


