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Role title Conference and Events Admin Assistant  Directorate Marketing and External Affairs 

Location Bromsgrove Accountable to  Conference and Events Manager  

Travel  
requirement 

Occasional Accountable for N/A 

DBS check  No  Core Role  
Anchor Level  

Deliver 

 
Hours 35 Grade B Salary  Circa £16,400 per annum 
Contract type  Permanent 

Stroke Association. Rebuilding lives after stroke. 

When stroke strikes, part of your brain shuts down. And so does a part of you. That’s because a stroke happens in the brain, the control 
centre for who we are and what we can do. It happens every five minutes in the UK and changes lives instantly. Recovery is tough, but 
with the right specialist support and a ton of courage and determination, the brain can adapt. Our specialist support, research and 
campaigning are only possible with the courage and determination of the stroke community.  
 
We believe everyone deserves to live the best life they can after stroke. And it’s a team effort to get there. 
 
We provide specialist support, fund critical research and campaign to make sure people affected by stroke get the very best care and 
support to rebuild their lives. 
 
Every five minutes, stroke destroys lives. Help us rebuild them and join our team. 
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Directorate 
The Marketing and External Affairs Directorate plays a vital role in delivering our strategy. We provide strategic leadership for 
engagement and stewardship of key audiences through an integrated, results orientated approach. Working alongside Fundraising, 
Research and Information and Services we deliver leadership and expertise in marketing, public affairs, PR, event management, 
communication, creative services and digital, to deliver the charity’s vision. 
 
Purpose of role 
The Stroke Association is finalising a new strategy with three overarching goals: make stroke the priority it needs to be; ensure that 
everyone affected by stroke has access to the rehabilitation and lifelong support they need; partner with people and communities to 
help them take action on stroke.   
 
Reporting to the Conference and Events Manager, the Conference and Events Admin Assistant supports the delivery of a corporate 
events programme that engages and retains key audiences, delivers against cross organisational business objectives and supports 
delivery of a single-minded brand proposition. 
 
The job-holder supports the delivery and evaluation of events with a specific focus on priority supporter audiences, beneficiaries 
(stroke survivors, their families and carers) and health and social care professionals.  Working closely with the Events Officers and 
Conference and Events Managers, they support our events by providing back office administration with a specific focus on delegate 
management and communications. They also provide event management expertise to colleagues with the Marketing and External 
Affairs and other Directorates. 
 
In particular, the Events Administration Assistant provides support for the following events:  
 

 Amazing Brains (Previously Keynote Lecture)  
 UK Stroke Club Conference  
 UK Stroke Assembly series   
 Life after Stroke Awards  
 UK Stroke Forum  
 Northern Ireland Stroke Conference  
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 Other events and exhibitions 
 
Key responsibilities of role  
 
Responsibility areas Performance Indicators Key Competencies 
To process delegate registrations for core events  
(as allocated) 

 Administer both hardcopy and 
online bookings using registration 
software package 

 Creation of weekly updates on 
delegate numbers  

 Collating delegate data for 
badges 

Customer focus 
Communication and Collaboration 
Business acumen 
Improvement and Innovation 

To provide accurate processing and recording of  
payments for event registrations (as allocated) 

 Manage Worldpay payments, banking,  
refunds and receipts 

 Create invoices with Finance Team 
 Logging payments and delegate 

information  
with a high level of accuracy 

 Accurate credit control and consolidation 

Customer focus 
Business acumen 
Change readiness 
Collaboration 
 
 
 

Accurately processing and recording supplier  
invoices and payments 

 Suppliers paid within agreed 
timeframes 

 All payments accurately tracked 
on budget systems 
 

Customer focus 
Business acumen 
Communication and Collaboration  
 

Acting as first point of contact for the team 
 

 Responding to event queries in a 
confident and helpful manner by 
telephone, email or in person 
within specified timescales 

Leadership  
Customer focus 
Communicating and influencing 
Collaboration 
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Supporting events planning   Attendance at meetings to take 

minutes 
 Provide accurate sets of minutes 

within agreed timescales 

Customer focus 
Communication and Collaboration 

Assisting in the creation of event materials 
 

 Accurate production of event 
flyers, holding slides, PowerPoint 
presentations, signage, briefing 
documents, etc on schedule and 
budget 

Change readiness 
Communication and Collaboration 

Assistance with implementation of communication and 
marketing Strategies 

 Updating intranet and webpages  Customer focus 
Communication and Collaboration 

Providing key administrative services and 
support for Conference and Events team 

 Responding efficiently to 
delegate, speaker and 
sponsor/exhibitor enquiries within 
specified timescale 

 Responding efficiently to 
departmental queries within 
specified timescale 

 Processing nominations and 
submissions for awards and 
abstracts 

 Collating event feedback  

Leadership 
Business acumen 
Improvement and Innovation 
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Mandatory responsibilities of role 
 
To undertake any other duties commensurate with the purpose and remit of the post.  
 
Responsibility areas Performance Indicators  Key Competencies 
To ensure that you manage and 
develop your own performance 

 Evidenced attendance at 
personal training and 
regional events 

 All mandatory training is 
completed 

 Performance and 
Development Review 
completed to standard. 

Leadership  
Improvement and Innovation  
 
 

To follow the Stroke Association’s policies and  
procedures 

 Familiar with competency 
framework including values, 
mission and vision. 

 Accessed and read the Staff 
Handbook and any relevant 
policies and procedures to 
your role. 

 Willing to travel during the 
course of your duties with 
possible overnight stays 
away from home. 

Change Readiness 
Business Acumen 
  

To contribute to any project work as required. 
 

 Examples of project work. 
 Participates in fundraising for 

the Stroke Association  

Business Acumen 
Improvement and Innovation 
Communication and Collaboration  
Change readiness  
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Person specification 

  

Education Essential/ Desirable 

Educated to GCSE level or equivalent or have relevant demonstrable industry experience Essential 

Willingness to undertake training and continuing professional development. Essential 

Experience  

Sound administrative experience  Essential 

Experience of working with databases Essential 

Experience of numerical data and financial processes such as banking and confidently using 
spreadsheets 

Essential 

Understanding and experience of using online and social media, such as Facebook, Twitter, 
blogging and websites 

Essential 

Experience of working with people affected by stroke and/or disability Desirable 

Excellent interpersonal and people skills Desirable 

Understanding and experience of editing websites Desirable 

Experience of working in an event environment Desirable 
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This information will be used as part of the shortlisting process.  

Skills and abilities   

Good understanding and experience of using standard IT systems such as Microsoft Office, 
Excel, Outlook and Internet to an intermediate level 

Essential 

A thorough approach to tasks with good attention to detail. Essential 

Being able to work to deadlines and be flexible if required Essential 

Excellent written and oral communication skills Essential 

To work as part of a team within the Association as a whole Essential 

Ability to work unsupervised at times and using own initiative Desirable 

Good organisational skills and ability to prioritise own workload Desirable 

Other requirements  

To undertake any other duties that commensurate with the grade and remit of the post Essential 

Ability to demonstrate an understanding and commitment to our corporate values Essential 

To be committed to the principles of equal opportunities and diversity Essential 

To have an understanding of stroke Desirable 

A flexible approach to working hours and arrangements Essential 


