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JOB DESCRIPTION: EVENTS MANAGER (FULL-TIME,  START MAY/JUNE 2018)

JOB TITLE   Events Manager
MAIN RESPONSIBILITY To lead, deliver and innovate the annual Co-Mission 
    events programme
REPORTING TO  Project & Operations Director, Co-Mission 
TEAM    A member of the Co-Mission Resources Team
PLACE OF WORK  Co-Mission, 577 Kingston Road, Raynes Park, SW20 8SA
JOB TYPE   Full time
START    May/June 2018
SALARY   £30,000 - £40,000 (dependent on experience)

Co-Mission is seeking to appoint a full-time Events Manager to lead, deliver and 
innovate the events programme for the Co-Mission Network of churches in London. 
We are looking for an enthusiastic and self-motivated team player.

ABOUT THE ORGANISATION
• Co-Mission (www.co-mission.org) is an exciting church-planting network: a trans-

denominational Reformed Evangelical initiative that God has been growing in 
London. It now comprises 25 churches planted into a wide variety of social 
contexts, two lunchtime ministries to city professionals and parliamentarians,  
and developed church planting and ministry training schemes. 

• The Co-Mission Resources Team seeks to serve, support and strengthen the 
Co-Mission network of churches across multiple disciplines, including events 
management, communications, media, operations, HR, finance, property, 
safeguarding.

• Our prayer is that we might glorify God by planting many more evangelistic 
gospel churches to make disciples from all nations for Christ. We share the 
prayerful aspiration to be pioneering in mission, training with scripture and 
diversifying in culture.



A  P A S S I O N  F O R  P L A N T I N G ,  F O R  L O N D O N ,  F O R  C H R I S T

PURPOSE OF THE ROLE & SUMMARY OF RESPONSIBILITIES

Co-Mission is seeking a forward thinking and enthusiastic individual with experience 
in events management. As Events Manager you will join the Co-Mission Resources 
Team to serve, support and strengthen the Co-Mission network of churches. As a 
positive team player, you will use your events management skills to lead, deliver, 
and bring innovation to the annual events programme (www.co-mission.org/events).

This role is a key appointment for Co-Mission and an exciting opportunity for 
a proactive individual to plan and deliver a consistently high-quality events 
programme to support the network. The candidate will be given early responsibility 
and decision-making, and will be encouraged to innovate and bring industry best 
practice to the role. With a direct reporting line to the Project & Operations Director, 
the candidate will also be working in collaboration with members of the Co-Mission 
Leadership Team. There will be many opportunities to grow, progress and broaden 
the role over time.

Co-Mission’s annual events programme is aimed at uniting the Co-Mission network, 
to strengthen its churches, and deepen individuals in their Christian faith. The 
events programme varies in scale, profile, format and audience, ranging from one-
day seminars, dinners, training events and conferences, to large multi-day off-site 
residential conferences and an annual all-network festival. The audience is both 
internal (Co-Mission staff and church members) as well as external (speakers, 
delegates, networks, partners, churches).

Main responsibilities include:
• To lead and manage all aspects of the delivery of a high quality events 

programme from concept and initial brief through to on-site delivery (to time, 
cost / budget, quality) and evaluation.

• To review, evaluate and innovate the existing programme of events and to 
identify new events which contribute to fulfilling Co-Mission’s vision. 

• As Co-Mission grows, to ensure the events programme reflects the changing 
size, diversity and priorities of the network.

• To be responsible for event budgets, and ensure that budgets are managed, and 
financial targets met.

• To play an active role as a member of the Co-Mission Resources Team in its 
service and support of the Co-Mission churches, and actively participate in team 
meetings.
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ESSENTIAL SKILLS & EXPERIENCE

KNOWLEDGE
• Strong desire to serve, support and strengthen the Co-Mission network (staff, 

churches, and church members) through the events programme.
• Genuine passion for and interest in events management, with proven ability, 

track record, and a desire for excellence.
• Strong sense of responsibility for and ownership of delivering events (to time, 

cost, quality).
• Maturity of understanding, with thoughtful consideration for the impact of event 

components on different audiences and contexts (socio-economic, cultural, 
demographic).

• Working knowledge of Microsoft Office, Google Apps / Suite, relevant event 
management and/or project management software, and an aptitude for learning 
and adopting new digital technology.

SKILLS
• Proven ability to work with a team-minded and collaborative approach. Proven 

ability in  team building, team leading / motivating, and volunteer management. 
• Proactive with a ‘can do’ attitude and a creative approach to problem solving. 
• A confident communicator, with proven ability in networking, generating 

stakeholder engagement and buy-in.
• Proven relationship management skills, e.g. ability to negotiate with third-party 

suppliers across a range of fields.
• Proven skills in client / customer facing service, relationships, engagement and 

approach.
• Ability to work well with individuals at all levels of seniority.
• Excellent time management, multi-tasking and organisation skills, able to work 

accurately under pressure.

• To collaborate with members of the Co-Mission Resources Team in delivering the 
events programme.

• To collaborate with Co-Mission Senior Pastors, Co-Mission churches and the 
relevant Co-Mission decision making bodies in shaping the events programme, 
advising on the content for the events programme, consulting with and offering 
advice on legal requirements and best practice.
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EXPERIENCE
• Proven experience in all aspects of events management, i.e. designing and agreeing 

initial brief, planning, production, end-to-end logistics, supplier management / 
liaison, marketing / promotion, bookings, budget management / cost control, on-site 
management, evaluation.

DESIRABLE KNOWLEDGE, SKILLS & EXPERIENCE
• Understanding of the Christian charitable sector.
• Familiarity with evangelical networks in the UK, and further afield.
• An understanding of church planting networks in London (including Co-Mission), the 

UK, and further afield.

AS PART OF YOUR EMPLOYMENT, YOU ARE ALSO EXPECTED TO:
• Comply with the Co-Mission Staff Protocols.
• Deepen your relationship with God through personal prayer and Bible study.
• Promote & uphold the reputation of Co-Mission and to support its church planting 

vision.
• It is an occupational requirement that the successful candidate is a Christian and is in 

full agreement with the Co-Mission statement of faith.

HOW TO APPLY
Applications should be sent by email to: hr@co-mission.org  Please enclose with 
your application:
• A full CV including your qualifications, employment history (showing the more 

significant positions and responsibilities held, relevant achievements, budgetary 
responsibilities), and current remuneration (optional).

• A covering letter of no more than two pages summarising:
• Your proven ability with regard to the key responsibilities and skills & 

experience outlined above;
• Your spiritual history & goals and how you hope that this job may fit in.


