
 
 

JOB DESCRIPTION 
 
Job Title:  Events Team Leader 
 
Positions available:  10 
 
School/ Service:  UK Student Recruitment, Marketing 
 
Campus:   Hendon 
 
Hourly rate:   £11.06 per hour 
 
Hours:  Ad hoc- will be requested for the week of the events  
 
Period:   October 2019- graduation (can leave prior) 
 
Reporting to:  Events Officers, Events Coordinator, Events Interns 
 
 
Overall Purpose:  
 

This role is intended to provide events work experience to current Middlesex students to 
help enhance their employment prospects. The student will be paid an hourly rate of 
£11.06 and must be able to demonstrate the right to work for the duration of the work 
placement.  
 
Hours are not set and will not be consistent throughout the year. You will be asked 
to work on the weeks that an event is occurring. It is your choice if you choose to 
work or not as the role is not contractual. However preference of roles will be 
given to those whom demonstrate consistency in being available to work and are 
always eager to get involved. 

 
You will be given the opportunity to support the UK Recruitment Events team in the 
operations, preparation and supervision of calendar events. This position is exclusive to 
UK Recruitment Events and will not be transferred to other events that do not fall within 
this remit. A calendar of events that you are eligible to work at as an ‘Events Team 
Leader’ will be shared with you.  
 
We are looking to find students who are interested in developing their leadership, 
event management and communication skills in real time events. You will act as a 
lead in a certain area of an event and will be the main supervisor for a group of 
Student Ambassadors/SLAs. You will work closely with the Events Officers, 
Coordinators and Interns to ensure that the events run smoothly and that those 
whom you are supervising are performing their duties to the best of their abilities.  
 
We want you to get a taste of the operations surrounding events and we hope you find 
the experience both rewarding and helpful for your career progression (even if it isn’t an 
area you ultimately want to work in). If you have any questions in the meantime, please 
do not hesitate to get in touch with Max Davey M.Davey@mdx.ac.uk.   

 
 
Principal Duties: 
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- Help run UK Recruitment Events for a wide range of prospective student audiences, from 

UCAS fairs, to Open Days, to Experience Days, to PG Open Evenings. 
- Lead on a specific area of the event, as agreed upon with the UK Recruitment Events 

Team, supporting and monitoring a group of Student Ambassadors. Offer motivation and 
supervision to your designated group. 

- To act as an exemplary role model for Student Ambassadors and to help support them to 
improve the quality of interactions with visitors.  

- Be friendly and encouraging towards your group, showing them how to do things and 
helping them with activity if need be. 

- To report any issues to the UK Recruitment Events Team such as Student Ambassadors 
not doing their roles. 

- On occasions, travel and work at external fairs (such as UCAS fairs). 
- When agreed, help set up and pack down events. 
- Gather feedback of the Student Ambassadors and to report these back to the UK 

Recruitment Events Team. 
- Conduct any task that the Events Officers, Coordinator or Interns requires. 
- Accurately monitor the length of lunch breaks and report work hours of the team that you 

supervised to the UK Recruitment Events Team. 
- At times, get in touch with relevant Student Ambassadors before the event to introduce 

yourselves and to double check the Student Ambassador is still working. 
- As requested, complete various administrative tasks such as printing. 

 
 
PERSON SPECIFICATION 
 
Essential 
 

- Current Middlesex University student. 
- A willingness to get involved and to try new things. 
- Communicate in a friendly and positive manner to those around you. 
- Excellent organisational and time management skills. 
- Flexibility with time and work requirements. Being able to work on Saturdays. 

 
Desirable 
 

- Experience of working / volunteering at an event. 
- Has worked at least one UK recruitment event at Middlesex University. 
- Experience of working in a customer facing role. 
- Has led a group of people on some form of activity. 
- Will be accessible to contact through both phone and emails. 

 

Flexibility: Actual working hours will be arranged with the post holder based on the date of the 
event.  

To Apply: Send your supporting statement of between 300 and 500 words to ce@mdx.ac.uk. 
Your supporting statement should clearly outline how you meet the Essential Criteria above with 
relevant examples, and any relevant information around the Desirable Criteria. Please also state 
why you would like to be an Events Team Leader. 

The closing date for applications is 5pm on Thursday 17 October 2019. 

Interviews: Interviews will take place on Thursday 24 October 2019. 

Start Date: When requested based on the next available event. 
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