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BSAVA ROLE DESCRIPTION

	
Department
	
Partnerships and Events


	
Job title
	Account Manager

	
Manager
	This role reports to the Head of Partnerships and Events

	
Hours
	30 hours per week 



	BSAVA’s Purpose 
To drive excellence in veterinary practice to improve the health and welfare of small animals.

BSAVA’s Mission
To enable the community of small animal veterinary professionals to develop their knowledge and skills through leading-edge education, scientific research and collaboration.




	[bookmark: _Hlk118807047]Job Purpose (including how the role relates to BSAVA’s organisational purpose): 
The Account Manager will lead the end-to-end delivery of BSAVA’s events portfolio, focusing on creative event design, planning, and stakeholder engagement. This role will shape experiences that connect the small animal veterinary community, support professional development, and foster a sense of community.

A key focus of the role is centred around creativity and relationship building. Developing innovative events, nurturing partnerships, and collaborating with internal teams, committees, commercial partners, and suppliers to deliver successful, impactful, and financially sustainable events.




	As BSAVA staff, we all have a responsibility to uphold the Association’s values.  We expect all staff to always maintain and promote our values, which are to:
· Nurture and support our communities
· Aim for excellence in all that we do
· Strive to be bold and innovative
· Be accountable and trustworthy
· Be rigorous and evidence led




	Staff management responsibility: 
None.




	Special conditions:
Your work location will be outlined in your employment contract. You will be required to attend the office or any other location(s) as necessary for meetings, to receive training and onsite for BSAVA events that are delivered by the Partnerships and Events team.
Attendance at other events, both in the UK and overseas may be required. The role may involve occasional work outside of routine office hours (evenings and weekends).



	Operational
· Collaborate with committees, internal and external stakeholders, and commercial partners to design event programmes
· Contribute creative input into event ideation and attendee experience
· Input into attendee experience and engagement
· Input into event technology requirements to enhance attendee experience both pre/post event and onsite in conjunction with the Head of Partnerships and Events and Events Coordinator
· Provide structured post-event evaluation and improvement recommendations
· Input into event budgets in conjunction with the Head of Partnerships and Events
· Maintain detailed documentation and tracking tools to manage timelines, actions and reporting

Event Organisation and delivery
· Venue contracting in conjunction with the Head of Partnerships and Events
· Venue sourcing in conjunction with the Head of Parternships and Events 
· Venue management
· Catering
· Audio visual 
· Oversight of the hotel allocations in conjunction with the Events Coordinator
· Management of hotel allocations including negotiating the contract
· Branding of the venue including set design, indoor and outdoor signage in conjunction with the in-house marketing team
· Event materials (onsite)
· Procurement, appointment and management of all third-party suppliers
· In conjunction with the Head of Partnerships and Events and the Events Coordinator oversee the production and editing processes of all relevant speaker materials and supporting documentation where relevant. 
· Confirm requirements for programme onsite delivery (e.g., IT provisions, practical et-up etc.) in conjunction with Events Coordinator. 
· Oversee the onsite event delivery and management of registrations including planning for registration onsite, badging requirements, liaising with BSAVA IT department and external suppliers, in conjunction with the Events Coordinator.
· Liaise with the Head of Partnerships and Events for the required on-site staffing requirements.  
Sponsorship and Exhibition Organisation
· Complete responsibility for the exhibition and exhibition pre-event and on-site functions and activities.
· Responsible for the management of the floorplan design and stand allocation in conjunction with the Head of Partnerships and Events.
· Co-ordinate floorplan updates and amends, ensuring sign off from venue and H&S consultant (where applicable).
· Responsible for the contract and financial management of all commercial partners, including the invoicing process.
· Fulfilment of all sponsors and exhibitor agreements in conjunction with the Events Co-ordinator. 
· Maintain and update partner databases including the CRM

Commercial/Partnerships: 
· Support with drafting proposals, with input on content and design in conjunction with the Head of Partnerships and Events and the Events Coordinator
· Working with the Head of Partnerships to design commercial partner packages to ensure they meet the commercial needs of exhibiting and sponsoring companies without compromising BSAVA values and ethics.  
· Working with the Head of Partnerships and Events to design commercial partner packages for the wider Association product portfolio. 
· Arrange and attend commercial partner meetings as required. 
· Communicate regularly with commercial partners, committee members, other BSAVA Staff members, and third-party suppliers to ensure that the requirements are co-ordinated and fulfilled.

General:
· Work cross functionally with the marketing and communications teams to create excitement and engagement and to ensure the effective marketing of events and commercial partner opportunities.
· Proactively build relationships with colleagues, committees, external stakeholders, suppliers, venues, partners etc.
· Communicate regularly with commercial partners, committee members, other BSAVA staff members, and third party suppliers to ensure that the requirements are co-ordinated and fulfilled.
· Liaising with other team members to ensure all relevant requirements are met and all commercial partner agreements are honoured and fulfilled in conjunction the Partnerships and Events team.
· Produce, maintain and adhere to a project schedule for any events / commercial partner activities that are the post holder’s responsibility.
· Ensure sufficient understanding of other team roles and processes in order to be able to provide cover for the other members of the Partnerships and Events team in time of absence / as required.
· Contribute to the development and operation of the Partnerships and Events team by individual initiative.
· Comply with relevant Association policies and procedures.
· Undertake appropriate training to support personal and professional development as identified through the PDP process.
· Perform other such duties as reasonably required and that are within the scope of your role.

This list is not exhaustive and is used to highlight the main components of this role. 











Person Specification
	
	
Essential requirements

	
Desirable requirements

	Qualifications
	Educated to degree standard or equivalent through experience.

	Degree in event management 
Event management qualification.

	Experience
	Minimum of 5 years demonstrable experience in running complex conferences, congresses, events – in-person, hybrid and on-line.

Experience of managing complex projects.

Experience of using event management software and online registration systems.

Demonstrable experience of client relationship management.

Working with stakeholders, both internal and external.

Experience of managing budgets.


	Experience of delivering events within the veterinary or life sciences sector.

Experience of the not-for-profit sector.

Experience of sponsor management.

Experience of developing commercial opportunities and revenue generation.

Experience of exhibition health and safety requirements.

Experience using a CRM
 

	Knowledge and skills
	Well organised with excellent interpersonal skills; written, oral and digital communication skills.

Proven negotiation and diplomacy skills.

Strong project management skills. 

Excellent attention to detail.

Ability to understand and interpret complex information from a range of key stakeholders.

Confident liaising with senior colleagues and external figures.

Ability to work effectively at pace. 

Proven ability to effectively manage multiple deadlines

Confident working independently.

Excellent IT skills and confident in the use of MS Office.

Understanding of GDPR compliance.

Up-to-date knowledge of event developments and event management tools, with a commitment to staying abreast of trends.
	Knowledge of sponsor management.

Knowledge of exhibition health and safety requirements.

Knowledge of the veterinary sector.




	Personal qualities
	Ability to work proactively, using own initiative to accomplish a variety of tasks.

Self-motivated and enthusiastic with the ability to work under pressure and manage competing priorities and deadlines.

Ability to work collaboratively as part of a team.

Strives for high-quality work.

A flexible attitude to work.

A good communicator.

Honest and dependable.
	Displays problem-solving and critical thinking skills.
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