
 
 

Job Title:  Dean’s Programme and Events Coordinator 

Reports to:  The Dean 

Staff reporting:  N/A  

Based at:  Mecklenburgh Square, London WC1N 2AB  

Salary:  £30,500 per annum 

 

Job purpose 

Responsible for supporting the Dean in their role by providing administrative support and 
by maintaining all relevant papers on their behalf. 

Support the College Dean in the delivery of relevant internal College events, alongside the 
Events Manager.  

Key responsibilities 

College Events 

1. To provide administrative support to the College Dean in arranging College sponsored 
events, receptions, lunches and dinners. 

2. To follow up contacts, guests and Members as required, keeping outlook contacts up to 
date and updating any database information. 

3. To research and collate information on behalf of the College Dean, and to organise his 
travel as the situation may require. 

4. To participate frequently in internal events (concerts, seminars, Port Talks, festival 
evenings) to help ensure their success and that Members obtain full benefit of the 
occasion. This will include some unsocial hours working. 

5. To participate in the College’s representation at prestigious external events (lectures, 
seminars, cocktail parties, diplomatic/civic/commercial invitations, cultural visits), to 
ensure a positive response and maximum benefit to the Members.  This again includes 
unsocial hours and very occasional overnight visits.  

6. To support the Dean in the administration of Faculty Dinners and Dean’s Seminars.  

7. To play a full part in the Dean’s Team through occasional attendance at Dean’s 
Seminars, Colloquiums and Study Days (might involve occasional international travel). 

8. To arrange hospitality for a variety of events. 

9. To work in conjunction with the Head of Member Engagement to be a point of contact 
for College clubs and societies and to answer any routine questions asked by Members. 

  



Dean Administration 

10. To help collate Club and Society invoices and to perform an initial check both of the 
supporting documentation and of the current level of Club financing (in close conjunction 
with the Finance Office) before the Dean confirms any payment.  

11. Collate and check timesheets for College Librarian & Archivist ready for approval by 
Dean and Head of Member Engagement. 

12. To develop and maintain accurate filing systems, electronic and paper, as appropriate 
and ensure that these are consistent, available and up to date. 

13. To liaise with Members, Staff, Governors and external partners to organise meetings, 
and make arrangements and bookings for the meeting where necessary. 

14. To meet Members and other guests of the Dean where appropriate and to contribute to 
the overall aspiration and vision of the Dean’s Office.  

15. To support the Dean in updating the Dean’s area of the College’s intranet system ‘The 
Square’ and to help monitor its use and success. 

16. To manage a College Credit Card for use in purchases chiefly related to Member Clubs 
and Societies. 

Other Administration 

17. To be supportive to the Head of Member Engagement and the wider events team. 

18. To undertake any other reasonable work required by the Dean and provide 
administrative resources to the College by working closely with other colleagues and 
PA’s to help ensure the smooth administration at the College. 

Person Specification  
 

Job Title: Dean’s Programme and Events Coordinator  

Education/ 
Training 

 Excellent English language and grammar (E) 

 Good Numeracy skills (E) 

Experience 

 Working as an administrator supporting a senior manager 
(E) 

 Writing correspondence on behalf of senior management 
(E) 

 Arranging and co-ordinating meetings and/or other 
events (E) 

 Appropriately contributing to informal and formal events 
when attending (E) 

Technical Skills 
& Abilities 

 A proactive approach to problem solving and ability to 
react quickly and appropriately (E) 

 Good judgement and decision making and the ability to 
deal with conflicting priorities (E) 

 Strong IT skills including advanced knowledge of MS 
Office and extensive use of Word (E), Outlook (E), CMS 
updating (D) and Excel (D) and experience using PDF 
editing software (D) 

 Ability to work independently and as part of a small team 
(E)  



Knowledge/ 
Understanding  

 Excellent communication skills and comfortable in 
communicating with a wide range of stakeholders both 
verbally and in writing (E)   

 Accuracy and attention to detail (E) 

Special 
Circumstances 

 Willing and able to work flexibly to meet the needs of the 
post and to work occasionally late to attend prearranged 
meetings and events (term time approx. twice a week). 
Occasionally (2-3 times a year) to spend 2/3 nights away 
from home. (E)  

* E = Essential     D = Desirable 
 

 

Review arrangements 
The details contained in the job description reflect the content of the job at the date the job 
description was prepared. It should be remembered, however, that it is inevitable that over 
time the nature of individual jobs will change; existing duties may be lost and other duties 
may be gained without changing the general character of the duties or the level of 
responsibility entailed.  Consequently, the College will expect to revise this job description 
from time to time and will consult with the post holder at the appropriate time. 
 

Application  
 
To apply for this position, please send your CV along with a covering letter (no more than 2 

sides of A4) advising us which post you are applying for and why you are suitable for the 

role to: jobs@goodenough.ac.uk by 10am on Tuesday 31 January 2023 

 

 

Closing date: 10am on Tuesday 31 January 2023 

 

Interview date: Monday 6 February 2023 

mailto:jobs@goodenough.ac.uk

