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EVENT ROLE DESCRIPTIONS

Role: EVENT MANAGER
Responsible to: Event Director

ROLE DESCRIPTION
To assist the Event Director in the organisation and undertake the administration of the event.
sKILLS/qUALITIES REQUIRED

· Excellent organisational skills  

· Good communication skills

· IT skills

· The ability to commit to a number of hours per week depending on the type of event

Main duties

· Produce and distribute all relevant tournament literature e.g. application forms, tournament draw, posters and other advertising and promotional mechanisms.

· Formulate court schedule for each tournament/event.

· Responsible for the organisation of prizes and trophies and ensure annual engraving is carried out if appropriate.

· Organise tournament presentations/ceremonies.

· Liaise with the Volunteer Co-ordinator to identify potential volunteers to help organise and run tournaments and events.
· Along with the Event Director ensure that matters such as insurance have been covered.
· Organise officials and referees and the appropriate stationery.
· To be present at the tournaments/events to ensure their smooth running on the day/weekend/week.

· Forward all results to the necessary parties.  

Commitment

Attend all relevant meetings, on going weekly responsibility and be present at the event.
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