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Job Title: Events Manager 

Reporting to: General Manager 

Responsible for: Event Staff 

Hours: Flexible around events. This includes evening and weekend shifts. 

Salary: £35,000 p.a. pro-rata, 20 hours per week (equivalent to £18 per hour) 

Leave: 22 days pro-rata 

 

CORE Clapton 

Health, Happiness and Movement  

Core Clapton is a charity that provides affordable osteopathy to the local community, and helps 
people live healthy and happy lives through activities that encourage movement and physical and 
mental wellbeing.  

Located in the second poorest borough in London, CORE Clapton offers a space for the local 
community to access services usually reserved for those who can afford it whilst maintaining the 
quality of a high-end service. 

We are all about equality of health and wellbeing: we believe everybody has the right to a pain-
free life. Osteopathy can restore health and function, helping people get back to doing what they 
enjoy most, but we place equal importance on the tools to keep bodies working to their full 
potential, promoting activities and habits for a healthier lifestyle and providing a good 
understanding of how bodies work. 

We offer concessions or subsidised rates for many of these classes as well as the osteopathy 
sessions to ensure that our centre is accessible to all. We are able to do this by generating 
revenue from hiring out our facilities for events such as concerts or weddings, and by charging 
normal high-street prices to those able to pay. 

 

Description of the role 

We are looking for a highly organised and self-motivated person to become our new Events 
Manager to manage our weekend and out of hours events. 

The Events Manager will be responsible for overseeing venue operations and managing onsite 
events, implementing the events schedule handed over by the Venue Sales Manager. They will work 
closely with the Venue Sales and General Manager to ensure the implementation of improvements 
and maintenance needed to allow for the smooth running of events. 

Apart from other staff within the team, the main contacts of the job are: potential and existing 
corporate clients, potential wedding venue clients, individual event clients, suppliers and external 
event staff. 

 

 



Principal Duties/Tasks and responsibilities  

● Liaise with the General Manager to run the venue side of the business in line with Core 
Clapton’s values and the needs of the building and charity. 

● Work closely with the Venue Sales Manager to efficiently hand over all events on the Event 
Manager schedule. 

● Liaise with the Venue Sales Manager and General Manager on maintenance and 
improvements to be made to the building to help up-sell it as a prime East London wedding 
location. 

● Liaise with cleaners and security suppliers to ensure the smooth running of events. 
● Manage the rota of freelance Venue Coordinators to ensure all events are appropriately 

staffed and the team are confident in their duties. 
● Co-manage the wide variety of events that are held at the centre in the various spaces 

available for hire such as fitness classes, corporate functions, photoshoots, conferences and 
weddings 

● Ensure the smooth running of events and venue hire by ensuring detailed event 
management schedules are followed, staff are briefed on client needs and staffing 
requirements, and environmental and licensing guidelines are closely adhered to. 

● Ensuring the building is returned to a functioning state after events for the daily running of 
the wellness centre to allow ‘business as usual’. 

● Manage the phoneline and inbox, where possible, during event hours. Responding to event 
enquiries and booking in site visits with the Venue Sales Manager. 

● Conducting site visits organised by the Venue Sales Manager, showing prospective clients 
the venue and advising on its capabilities. 

 

NB this job description is provided to assist the post holder to know their principal duties. It may 
be amended however from time to time in consultation with you, by or on behalf of the Director 
of Core Clapton without change to the level of responsibility appropriate to the grading of the 
post. 

 

 

Person Specification 

Skills 

● Previous experience running events and line managing contractors and direct staff. 
● Experience of successfully planning and delivering corporate/private events. 
● Experience managing a team. 
● Ability to work under pressure. 
● Excellent verbal communication skills and relationship management. 
● Ability to use email, Internet applications, MS Windows operating system, MS Office 

Package including. 
● Awareness of EDI policies. 



Behaviours/characteristics: 

● Ability to prioritise and plan workload efficiently, with a thorough and meticulous 
approach. 

● A diplomatic person who is confident and effective at dealing with people at all levels 
inside and outside Core Clapton. 

● Articulate and persuasive speaker and writer. 
● A keen eye for detail and desire for things to be in their place. 
● A co-operative team player and effective networker who fosters excellent internal and 

external partnerships and relationships. 
● Highly organised and self-motivated person who can efficiently and effectively manage a 

wide range of tasks and objectives. 
● Ability to work well under pressure and priorities tasks, as directed as well as using own 

initiative. 
● A ‘service driven’ and ‘can do’ attitude 
● Personal commitment to continuous self-development. 

 

About you 

We are looking for someone who shares the same values as us and believes in our mission. If you are 
passionate about health and wellbeing and building communities of people who care for each other 
no matter their background, we want to hear from you. 

 

Contact Us 

Please send your CV and covering letter to recruitment@coreclapton.org outlining why you are keen 
to work with Core Clapton and why you would make an excellent addition to the team. 

 


