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	Function:
	Sodexo Live!

	Position:  
	Conferencing and Programming Planner (Admin & Operations)

	Job holder:
	N/A

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Head of Events – Laura Bajcic

	Additional reporting line to:
	

	Position location:
	Fulham Pier, Craven Cottage, London

	

	1.  Purpose of the Job – State concisely the aim of the job.  

	The Conferencing and Programming Planner is responsible for supporting the planning, coordination, and delivery of conferencing and live event programming. The role combines administrative responsibilities with hands-on operational duties, including event coordination, ticket scanning, and leading on aspects of event programming and scheduling. The position ensures events are delivered smoothly, efficiently, and to a high standard of customer experience.


	

	2. 	Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	
		Revenue FY26:
	n/a
	EBIT growth:
	n/a
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region Workforce
	tbc

	
	
	EBIT margin:
	n/a
	
	
	
	
	
	

	
	
	Net income growth:
	n/a
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	Katie Pollington






	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	






	4.  Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	The Conferencing and Programming Planner operates in a fast-paced events environment where multiple conferences, meetings, and programmed events may be taking place simultaneously. The role requires effective coordination across a range of stakeholders, often working to tight deadlines and responding to changing client requirements.

Main Challenges
· Managing multiple events, schedules, and competing priorities simultaneously
· Coordinating information between clients, venue teams, technical staff, and operational colleagues
· Ensuring event programming and logistical details remain accurate and up to date
· Responding quickly to last-minute changes and operational issues during live events
· Maintaining high standards of customer service while balancing administrative responsibilities
· Supporting event delivery during evenings, weekends, and peak operational periods



	5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	· Coordinate and maintain event and conferencing schedules
· Support the development and delivery of programming calendars and event timelines
· Liaise with clients and stakeholders to gather, confirm, and communicate event requirements
· Assist in planning event content, room allocations, timings, and resource requirements
· Prepare and distribute event documentation, schedules, and briefing materials
· Manage event bookings and maintain accurate records within booking and scheduling systems
· Produce event documentation, reports, run sheets, and operational schedules
· Support invoicing, purchase orders, and other administrative processes
· Respond to enquiries from clients, customers, and stakeholders via email, telephone, and in person
· Ensure event information is communicated accurately across relevant departments
· Support the setup, coordination, and breakdown of conferences and events
· Operate ticket scanning and attendee registration systems where required
· Act as a point of contact for clients, speakers, delegates, and attendees during events
· Monitor event operations and resolve issues promptly to minimise disruption
· Support venue and technical teams in delivering a seamless customer experience
· Build positive working relationships with internal departments and external partners
· Ensure effective communication before, during, and after events
· Participate in event planning meetings and operational briefings 
· Contribute ideas to improve event processes, customer experience, and operational efficiency


	6.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	· Event Planning and Administration
Ensure all event schedules, bookings, documentation, and programming information are accurately maintained and communicated to relevant stakeholders, supporting the efficient planning and delivery of conferences and events

· Operational Event Delivery
Provide professional and effective operational support for live events, ensuring smooth attendee experiences, prompt issue resolution, and adherence to agreed event plans and standards

· Customer and Stakeholder Service
Deliver excellent service to clients, delegates, and colleagues by maintaining effective communication, building positive relationships, and ensuring event requirements are understood and met

	



	7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	Essential Experience
· Experience in an events, conferencing, hospitality, venue operations, or administrative environment 
· Experience coordinating multiple tasks, schedules, or projects simultaneously
· Experience dealing with customers, clients, or stakeholders in a professional setting 
· Experience using booking, scheduling, ticketing, or database systems

Knowledge and Skills
· Excellent organisational and planning skills
· Strong administrative and record-keeping abilities
· Effective verbal and written communication skills
· Ability to prioritise workload and meet deadlines
· Strong attention to detail and accuracy
· Good IT skills, including Microsoft Office applications and event management systems
· Ability to identify and resolve problems quickly and effectively

Desired Experience 
· Experience supporting conferences, exhibitions, live events, or venue-based operations
· Experience coordinating event programmes, schedules, or speaker logistics
· Experience working in a customer-facing operational environment

Personal Attributes
· Proactive and self-motivated
· Flexible and adaptable in a changing environment
· Calm and professional under pressure
· Strong customer service focus
· Collaborative team player with a hands-on approach
· Reliable, responsible, and accountable
· Willingness to work evenings, weekends, and event days when required

	



	8.  Management Approval – To be completed by document owner

	
	Version
	1
	Date
	06/03/2026

	Document Owner
	Ashley Hewlett






	9.  Employee Approval – To be completed by employee

	
	Employee Name
	
	Date
	







Head of Events


Events Manager


C&P Planner
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