
           
 

 

D2N2 GROWTH HUB EVENTS AND ENGAGEMENT OFFICER 

JOB DESCRIPTION 

 

1. Main purpose of the job 

This post holder will also be responsible for administering a range of D2N2 Growth Hub 

events, workshops and Adviser surgeries across the whole of the Derby, Derbyshire, 

Nottingham, Nottinghamshire area, and where required the administration of referrals to 

programme partners and other business support services.  

 

2. Location 

Chesterfield and Nottingham (required to work in each office location throughout the 

week) 

 

3. Position in organisation 

Reports to the D2N2 Growth Hub Marketing and Communications Manager. 

Day-to-day liaison with the D2N2 Growth Hub partners and team members. 

 

4. Duties and key responsibilities 

Main duties will include: 

 

 Proactively promote the provision of service though agreed targets by contacting 

potential beneficiaries and recording activity and opportunities via the 

programme’s CRM system 

 

 Provide event management co-ordination to include the sourcing and booking of 

venues, trainers and catering 

 

 Liaise directly with presenters and venues to ensure that all event related 

information pertinent to delivery is communicated effectively and to agreed time 

schedules 

 

 Ensure that eligibility to receive the provision of service is communicated 

effectively to potential beneficiaries and that the criteria is strictly adhered to 

 

 Promote all events using social media channels including Twitter and LinkedIn 

 

 Ensure that any queries relating to beneficiary eligibility / enrolment 

documentation prior to the event are professionally processed within agreed time 

scales 

 

 Act as the main point of contact for enrolled beneficiaries responding to email, 

telephone and social media based enquiries within agreed time scales and via the 

most appropriate means 

 

 Ensure that all event delegates register with the D2N2 Growth Hub Programme 

and complete the relevant European Regional Development Fund SME Enrolment 

Form prior to attending an event 

 

 Account manage delegate event bookings and support service referrals 

 

 Upload events onto the Growth Hub website and any partner websites and ensure 

all information is kept up to date. 

 

 Produce creative and engaging social media posts and email bulletins to engage 

businesses in the Growth Hub’s event programme. 

 

 Provide an on-site facilitation service to all delegates attending workshops and 

events held across the D2N2 area 



 

 Prepare and ensure that all documentation including event registers and feedback 

forms are completed and are delivered to the Contract and Audit Team 

 

 Ensure that event attendance / no-attendance is recorded using the programme’s 

CRM systems 

 

 Identify, record and respond appropriately to any delegate comments pertaining 

to event delivery, communicated verbally or via feedback forms 

 

 Work closely with the Marketing Manager to ensure all events are delivered 

effectively and achieve at least 90% customer satisfaction 

 

 Set up and monitor the central “event waiting lists” identifying and contacting 

interested parties 

 

 Work with Growth Hub Delivery Team regarding ERDF outputs, preparation of 

ERDF paperwork prior to events and post event follow up activity  

 

 Develop effective links with local partner organisations, attending where possible 

relevant events.  

 

 Engage with local partner organisations and beneficiaries through the D2N2 

Growth Hub’s approved social media channels  

 

 Support any other duties as requested by the D2N2 Growth Hub Marketing and 

Communications Manager 

 

5. Person specification 

Knowledge 

 Knowledge of D2N2 Growth Hub 

 Knowledge of business support provision delivered across 

Derbyshire and Nottinghamshire 

 Knowledge of ERDF contractual procedures and audit 

requirements for the protection of public funds  

 

essential 

 

 

 

 

 

 

desirable 

 

desirable  

Experience 

 Significant Event Management experience   

 Sales and telemarketing experience  

 Experience of working with European funding 

 Experience of working with a diverse range of businesses 

 

essential 

essential 

 

 

 

 

desirable 

desirable 

Qualifications 

 Relevant Administration or Event Management 

qualification or equivalent by experience 

 

essential 

  

 

 

Skills and Abilities 

 Excellent organisational and administration skills 

 Excellent customer service skills 

 Excellent telephone manner with the ability to 

communicate at all levels 

 The ability to check eligibility documentation for accuracy  

 Excellent report writing skills 

 High level of skill in Microsoft Office applications  

 Social Media skills inc Twitter, LinkedIn and Facebook 

 

essential 

essential 

essential 

essential 

essential 

essential 

essential 

essential 

 

 

 

 

 

 

 

 

 

Disposition 

 Must be dependable and reliable 

 Must be able to exercise tact and diplomacy at all levels 

 Must be able to work as part of a team 

 Must be able to work under own initiative 

 Full clean driving licence 

 Must be prepared to work flexibly in terms of working 

hours 

 

essential 

essential 

essential 

essential 

 

essential 

 

 

 

 

 

desirable 

 

 


