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Event Coordinator Information Pack


This pack provides an overview of the Event Coordinator position, what it is like to work at The Charterhouse, and the experience, values and standards we look for in applicants.

Inside, you will find details about the job, what we are looking for, and the values and standards that guide how we care for our people.

We are proud of the warm, respectful and inclusive environment we have created, and we welcome applicants who share our commitment to creating a community of excellence in the care of older people.

We hope this pack gives you a clear sense of who we are and what matters to us. We look forward to receiving your application.
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[bookmark: _Toc227508874]Section 1 | About us
The Charterhouse is an almshouse and historic estate situated in the heart of London, on the border of Islington and the City. Our mission is to provide a home for people aged 60 and over with housing, financial, or social needs, supporting independent living within a community environment while preserving our heritage for future generations.

Our site comprises a complex of buildings and courtyard gardens that reflect nearly 700 years of London’s history. Since our origins in 1348, the Charterhouse has evolved through three defining eras: a medieval Carthusian monastery, a grand Tudor mansion, and finally, a celebrated charity established by Thomas Sutton in 1611, which we remain today.

We balance the provision of a home and care for our residents with a vibrant public engagement programme including tours, lectures, and open garden evenings. Our commercial activities also include a thriving venue hire operation for conferences, receptions, and location filming. The Charterhouse is a friendly, professional, and unique place to work.

Formally known as Sutton’s Hospital in Charterhouse, we are a registered charity and a member of the Almshouse Association.


For further information about the Charterhouse please see our website www.thecharterhouse.org.

[bookmark: _Toc227508875]Section 2 | About the position
We are seeking a proactive, organised and customer-focused Event Coordinator to join our Venue Hire team and help deliver first-class events and customer service.

How to apply
This Role Information Pack is designed to help you understand the role and what we’re looking for. Please send your CV and a covering letter outlining how you meet the person specification to Hannah Cantrill Hannah.cantrill@thecharterhouse.org, or contact us to arrange an informal chat.

Closing Date: 26.10.2026

[bookmark: _Toc227508876]Section 3 | Our Values
The Charterhouse strategy is built around three pillars—care, place and sustainability—and our aim to create a community of excellence in the care of older people. Equity, Diversity and Inclusion underpins each pillar.

Our commitment to diversity is promoted through our values:
· Honesty, by working in an ethical way;
· Caring, with dignity and respect for the individual;
· Fairness, towards all individuals in our community;

Everyone has a responsibility to ensure that they practice and promote EDI in their roles.

More details can be found on our website
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	Job title
	Events Coordinator

	Working Pattern
	Full time

	Salary
	£29,000 gross per annum

	Location
	The Charterhouse, Charterhouse Square, London, EC1M 6AN

	Working Arrangements
	The Charterhouse is a 7 day a week operation and it regularly hosts events outside of its core hours; flexibility to work occasional weekends and out-of-hours is therefore a requirement of the role. 

	Department
	Venue Hire and Events

	Line Manager
	Events Operation Manager

	Background Overview
	The Event Coordinator plays a key role in supporting the Venue Hire team with the planning, administration and successful delivery of a wide variety of events at the Charterhouse. 
This is a varied and hands-on role, combining day-to-day event administration, client and supplier coordination, hospitality and on-site event delivery. The postholder will support events from planning through to completion, ensuring that information is accurate, spaces are prepared to a high standard and clients and guests receive a warm and professional experience. 
Working as part of a dynamic, passionate and creative events team, the Event Coordinator will develop and maintain strong relationships with clients, suppliers, partners and colleagues across the Charterhouse. The role requires excellent organisation and attention to detail alongside a willingness to be hands-on and respond positively to the changing needs of a busy events operation. 
As the Charterhouse is also home to vulnerable residents, this role requires a sensitive and thoughtful approach. The ideal candidate will be respectful, empathetic and comfortable working with people from a wide range of backgrounds.

	Key Responsibilities
	· Provide hands-on day-to-day administrative and operational support to the Venue Hire team. 
· Support the planning and delivery of private hire events and functions from initial planning through to event completion. 
· Liaise with clients ahead of events to gather and confirm requirements and ensure these are accurately communicated to colleagues, suppliers and partners. 
· Build and maintain positive and professional relationships with new and existing clients, suppliers, caterers and event partners. 
· Support the on-site delivery of events, providing high-quality hospitality and customer service to clients, guests and event participants. 
· Provide food and beverage service when required, ensuring high standards of presentation, service and attention to detail. 
· Act as a professional and approachable point of contact for clients during events, responding promptly to requests and supporting the resolution of any issues. 
· Work closely with the Event Operations Manager, Venue Hire team and other Charterhouse departments to ensure events run smoothly and efficiently. 
· Help ensure that event and back-of-house spaces are safe, clean, organised and appropriately prepared before, during and after events. 
· Support the ordering and coordination of event supplies, equipment and beverages as required. 
· Assist with site visits and client appointments, showcasing the venue and providing information about event spaces and services. 
· Provide administrative support with enquiries, bookings, diary management and event documentation as required. 
· Actively contribute ideas and suggestions to improve event delivery, ways of working and the overall Venue Hire customer experience. 
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	Experience
	We are looking for someone with previous experience in events, hospitality, venue hire or a similarly customer-focused environment, who is keen to develop their career in events. You will have experience of providing excellent customer service, working as part of a busy team and managing a range of administrative and practical tasks. Previous experience supporting the planning or delivery of events would be an advantage, but most importantly, you will be organised, proactive, hands-on and confident working with clients, suppliers and colleagues to deliver an excellent event experience.

	Skills and competencies

See Section 6 below

	Essential  
· Hands-on approach with a willingness to support both the administrative and practical requirements of delivering events. 
· Excellent organisational skills and attention to detail. 
· Ability to manage multiple tasks, priorities and deadlines effectively. 
· Excellent customer service skills with a confident, friendly and professional manner. 
· Strong written and verbal communication skills, with the ability to communicate effectively with clients, guests, suppliers and colleagues. 
· Ability to build and maintain strong working relationships with internal and external stakeholders. 
· Proactive and solutions-focused approach, with the ability to use initiative and respond positively when event requirements change. 
· Ability to remain calm and professional while working in a busy events environment. 
· Strong administrative skills and experience maintaining accurate records and documentation. 
· Good working knowledge of Microsoft packages, particularly Word, Excel and Outlook. 
· Flexible approach to duties and working hours, with a willingness to work occasional evenings and weekends as required. 
 
Desirable: 
· Experience supporting corporate events, private events, weddings, filming or photoshoots. 
· Experience working with caterers and other event suppliers. 
· Knowledge of relevant Health and Safety, food hygiene and fire safety requirements. 
· Experience using CRM or event management software. 
· An interest in heritage, historic venues and the cultural sector. 
· Proactive interest in current trends and developments within the events industry. 

	Requirements
	The Charterhouse is a 7 day a week operation and it regularly hosts events outside of its core hours; flexibility to work occasional weekends and out-of-hours is therefore a requirement of the role.  
 
This position requires a Basic Criminal Records check which will reveal any unspent convictions. A criminal record may not necessarily be a bar to employment, as any decision will be treated on its merits and individual circumstances subject to the Charterhouse’s overriding obligations to protect the children and vulnerable adults in its charge, members of the public, the safety of the Charterhouse’s staff and collections. 
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The competencies highlight above are the skills, qualities, and behaviours that help our people thrive. They show what we value in the people who work with us and help ensure everyone can provide the best possible care, work well together, and contribute to a welcoming, supportive environment for our residents.

[bookmark: _Toc227508880]Section 7 | Professionalism and Ongoing Development
We expect all team members to demonstrate the highest standards of professionalism in every aspect of their work, treating residents, colleagues, and visitors with respect and integrity. To support this, all staff are required to participate in ongoing training and development, ensuring they maintain and enhance their skills, stay up to date with best practices, and continue to provide the highest quality care and service.

[bookmark: _Toc227508881]Section 8 | Safeguarding requirements (DBS)
This position is subject to a Basic Disclosure and Barring Service (DBS) check, which will disclose any unspent convictions. A criminal record will not necessarily preclude employment. Any decision will be made on its individual merits and circumstances, taking full account of Charterhouse’s overriding duty to safeguard children and vulnerable adults, protect the public, ensure the safety of its staff, and safeguard its collections.

All staff and volunteers are required to comply with safeguarding requirements relevant to their role, which may include additional DBS checks or other vetting procedures where appropriate.

[bookmark: _Toc227508882]Section 9 |Safeguarding standards
The Charterhouse is committed to safeguarding and promoting the welfare of all members of its community. We provide a safe, respectful, and supportive environment in which residents and others in our care are treated with dignity and respect. Safeguarding is a core organisational responsibility, and all staff and volunteers are expected to uphold the highest standards of conduct in line with this commitment.

We promote a culture of vigilance, openness, and accountability. All staff and volunteers are required to complete safeguarding training appropriate to their role and to remain alert to safeguarding concerns, ensuring they contribute actively to the protection and wellbeing of those in our care.

[bookmark: _Toc227508883]Section 10 | Equal Opportunities Employer
We are proud to be an equal opportunities employer and truly value the diversity of our people. We welcome individuals from all backgrounds, experiences, and identities, and are committed to creating a warm, inclusive environment where everyone feels respected, supported, and able to be themselves.

If you need any reasonable adjustments at any stage, please let us know, we are always happy to help.

[bookmark: _Toc227508884]Section 11 | Prepared in Partnership
This document has been prepared by our People team in collaboration with the relevant department manager to ensure it accurately reflects the requirements of the role, as well as the skills, experience, and qualities needed to succeed.

[bookmark: _Toc227508885]Section 12 | Useful links
· Homepage - The Charterhouse
· About Us - The Charterhouse




We wish you every success with your application. 

If you are successful, this document will provide a useful guide to support you in your role and your career with us.
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