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WELCOME 
 

Imperial College London is the only UK university to focus entirely on science, 
engineering, medicine, and business. Our international reputation for 
excellence in teaching and research sees us consistently rated in the top 10 
universities worldwide.   
 
Well established in the College, the Advancement Division has demonstrated 
our commitment to strengthening our external profile and to creating a 
major programme to diversify and raise income through development and 
alumni relations activities at all levels. We have achieved a great deal, our 
supporters generously contribute £40-50m annually towards research, 
education and campus development. 

 
Reporting to me, the Head of Institutional Events will lead the College’s busy and high-profile 
programme of events which aims to promote the College, engage friends and stakeholders in the 
life of the College, and strengthen and enlarge our supporter base. You will develop creative content 
which inspires our audiences, and supports the College strategy by empowering society through 
meaningful engagement and dialogue.  
 
Working closely with senior staff in College, you will oversee 60+ events annually. On joining us, your 
key focus will be to lead the transition back to in-person events when circumstances allow. In 
particular, our Graduation ceremonies, usually held bi-annually at the Royal Albert Hall for 12,000 
graduates, family members and special guests, which have been online celebrations during the 
COVID-19 pandemic. The other key programme of events including VIP visits to the College, 
including visits by heads of state, ministers and royalty, Major events hosted by the President, 
including the annual President’s Address, and special/named lectures and inaugural lectures. 
 
Whilst in-person events remain a challenge due to the pandemic, we will continue to embrace the 
opportunities online events provide, such as new platforms and a broader international reach, 
integrating seamlessly the more traditional components of an events programme in-person to 
deliver a mixed-mode programme. We have learnt a lot about online event delivery through the 
course of the pandemic and will use that experience to best effect retaining the best elements of 
our programme over the last 12 months to deliver a mixed-mode programme on an ongoing basis.  
 
Upwards of 25,000 people participate in our events each year, including staff, students/graduates 
and their families, honorary graduates/awardees, alumni, donors, funders, corporate partners, 
decision and policy makers, researchers, collaborators, the media and the general public. You will 
understand, and programme for, our various audiences, and ensure the success of the programme 
in engaging these audiences is monitored and evaluated, and insights inform improvements to our 
programme.   
 
You and your team will provide support and tools for the many other colleagues across Imperial who 
deliver events through the year, sharing best practice and advice. You will have the opportunity to 
work closely with some amazing people across Campus Services, Commercial Operations, Facilities 
Managements, Estates to ensure that there is broad cooperation, collaboration and support, and 
that Advancement events are well integrated into the College calendar and community. 
 
For the right candidate, the role represents an excellent opportunity to contribute to a fast-
developing area of Imperial. If you feel passionate about our work, and have the determination to 
succeed, we welcome your application. 
 
Kind regards, 
 
 
Zoë Punaks 
Director of Advancement Operations 
Advancement Division 
Imperial College London  



 

 

ABOUT IMPERIAL COLLEGE LONDON 
 
Introduction 
 
A community of problem-solvers dedicated to finding innovative solutions to the world's biggest 
challenges. 
 
Imperial College London is one of the world’s leading science-focused universities, committed to 
making advances in research and education and lasting contributions to society. A global institution 
in outlook and reach, Imperial has four faculties, Engineering, Medicine, Natural Sciences and 
Business, an annual income of circa £970 million and considerable ambition for its future. 
 
Imperial College London is a science-based university with an international reputation for excellence 
in teaching and research. Consistently rated amongst the world's best universities, Imperial is 
committed to developing the next generation of researchers, scientists and academics through 
collaboration across disciplines. 
 
Located in the heart of London, Imperial is a multidisciplinary space for education, research, 
translation and commercialisation, harnessing science and innovation to tackle global challenges. 
 
History 
 
Imperial's main campus is located in South Kensington, on the site where the original College was 
founded in 1907. South Kensington is at the heart of 'Albertopolis', the realisation of Prince Albert’s 
vision for an area where science and the arts would come together. Imperial College London was 
granted Royal Charter in 1907. In the same year, the College joined the University of London, before 
leaving it a century later. Through merging with several historic medical schools, the curriculum 
expanded to include medicine. In 2004, Queen Elizabeth II opened the Imperial College Business 
School. 
 
Imperial is organised into faculties of science, engineering, medicine, and business. The College’s 
emphasis is on emerging technology and its practical application. 
 
Imperial is consistently placed among the top universities in the world. In 2017, it ranked 8th in the 
Times Higher Education World University Rankings, 8th in the QS World University Rankings, and 
22nd in the Academic Ranking of World Universities. In 2015, Imperial ranked the most innovative 
university in Europe. Staff and alumni include 15 Nobel laureates, 2 Fields Medalists, 70 Fellows of the 
Royal Society, 82 Fellows of the Royal Academy of Engineering, and 78 Fellows of the Academy of 
Medical Sciences. 
 
Advancement 
 
The Advancement Division brings together fundraising, events and alumni relations.  Advancement 
raises funds for scholarships, academic positions, research centres and capital projects, securing 
private financial support from those who are committed to our academic mission and building 
Imperial’s global reputation.  The Division oversees a wide programme of events that seek to expand 
the College’s reach, strengthen and enlarge our supporter base, increase philanthropic support and 
engage alumni, friends and other stakeholders in the life of the College. The Advancement team has 
expanded significantly during the past few years, and in June 2019 welcomed Michael Murphy as Vice-
President (Advancement). 
 
The Division is split into five directorates:  

• Development 
• Development (Faculty of Medicine and Global)  
• Principal Gifts 
• Alumni Relations 
• Advancement Operations 

 
Developing relationships with supporters and alumni – a third of whom are based overseas – has been 
essential to Imperial’s fundraising success. Imperial has more than 205,000 alumni (143k contactable) 

https://www.imperial.ac.uk/visit/campuses/south-kensington/
http://www.imperial.ac.uk/admin-services/advancement/development/
http://www.imperial.ac.uk/advancement/development--medicine/
http://www.imperial.ac.uk/admin-services/advancement/global-development/
http://www.imperial.ac.uk/admin-services/advancement/principal-gifts/
http://www.imperial.ac.uk/admin-services/advancement/alumni-relations/
http://www.imperial.ac.uk/admin-services/advancement/advancement-operations/


 

 

forming an international community of outstanding scientists, engineers, medical professionals and 
business leaders. It is a key goal of the College to build a stronger, more engaged and participatory 
alumni community and to provide excellent support. Achievements to date include the award-
winning Imperial magazine, the alumni e-bulletin, the significantly improved benefits and services, 
including the Alumni Visitor Centre, and the national and international reunion events.  
 
 
  



 

 

JOB DESCRIPTION 
 
Job Title:  Head of Institutional Events 
 
Department/Division/Faculty:  Advancement 
 
Campus location:  South Kensington 
 
Job Family/Level:                             Level 5 
 
Responsible to:               Director of Advancement Operations 
 
Line Management responsibility for:         Nine members of staff, in the Graduation and 

Institutional Events teams and temporary staff as 
required. 

 
Key Working Relationships (internal): Senior College leadership, Advancement 

colleagues, senior academic leaders and 
academic colleagues, Faculty and Departmental 
representatives, the College’s Professional 
Services divisions and the Imperial College Union. 

 
Key Working Relationships (external): Individuals, and their offices, as follows: VIPs, 

politicians, government officials, alumni, donors, 
prospects; external suppliers and venues 

 
Contract type:   Full-time, open-ended 
 
Salary:  £58,528 to £67,004 per annum, depending on 

experience 
 
Staff Benefits:     www.imperial.ac.uk/jobs/benefits/    
 
 
Key Responsibilities 
 
The main duties of the post will include:  
 

Events leadership 

• To develop an events strategy, defining how the Institutional Events programme can best 
support the College and Advancement strategies and most effectively engage our key 
audiences, and an annual plan for the Institutional Events programme, the latter as part of the 
Divisional annual planning process.  

• To plan an annual calendar of events, working in close conjunction and collaboration with 
those in other parts of College who have responsibility for events delivery, and ensure that the 
plans are communicated widely, appropriately and updated regularly.  

• To ensure the plan is flexible enough to enable the College to respond to opportunities to host 
events which may arise at relatively short notice, such as VIP visits, which help to develop and 
optimise relationships of strategic importance and build upon Imperial’s profile.  

• To liaise with senior staff to discuss opportunities and ideas for events and agree priorities for 
delivery with the Director of Advancement Operations. 

• To ensure senior College stakeholders are appropriately consulted and informed of key 
developments with College events, using President’s Board, via the Vice President 
(Advancement), and Heads of Department lunches in particular for approval and input.  

• To lead the Event Managers group in the Advancement Division, coordinating activity with 
Development Events and Alumni Relations, and to lead on shared resources e.g. Advancement 
Event Tracker, Council Events Summary.  

http://www.imperial.ac.uk/jobs/benefits/


 

 

• To oversee the continued development of events standards/protocols with events staff in 
Advancement, and overseeing that the tools and resources provided for other events 
professionals across College are updated to reflect current guidance, including What’s On 
pages, events e-bulletin, etc. Ensure that policies/procedures/guidance is reviewed regularly. 

• To represent the Division on the College’s Safeguarding Committee, and ensure safeguarding 
policies and procedures are followed within our events.  

• To set and monitor objectives, targets and performance standards across all activity.  

 
Graduation 

• To oversee the execution of the College’s bi-annual (May and October) graduation ceremonies 
in the Royal Albert Hall, followed by departmental receptions on campus. Ensuring effective 
project management, communication with stakeholders and high quality delivery.  

• To lead the team through a series of transitions with Graduation delivery: 

o As the impact of the pandemic eases, resuming in-person elements of graduation 
(likely as ‘mixed-mode’ alongside online elements) ensuring COVID-safe delivery. 

o Developing a viable solution to in-person graduation for approx. 15,000 graduates 
who missed their in-person ceremonies in 2020-21. 

o Delivering an event for honorary degrees and other awards which could not be 
awarded in-person during 2020-21.    

o With both the Royal Albert Hall ceremonies and on-campus receptions nearing 
capacity, proposing longer term sustainable solutions for graduation to respond to 
increasing student numbers. 

• To support the Vice President (Advancement), as Chair of the Graduation Advisory Committee, 
leading the preparation of content for meetings (minimum of termly) including agendas and 
papers. 

• To manage relationships with academic leaders, in particular Deans, Heads of Department 
and Faculty Operating Officers, ensuring they are well equipped to serve in their roles in the 
lead up to, and at, Graduation.  

 

Oversight of event delivery 

• To monitor the progress of the 60+ events delivered by the Institutional Events team across 
the year, regularly communicating progress internally, and identifying any challenges early 
escalating issues of concern where necessary.  

• To lead planning discussions with senior staff to determine the requirements for events and 
ensure sufficient planning/implementation are built into event project plans.  

• To manage the interdependencies of events which support wider College objectives e.g. staff 
recognition, and to lead the engagement with stakeholders outside of Advancement in 
decisions impacting these events.   

• To lead the team through a transition to a new mode of working once the pandemic eases, 
combining online and in-person components, maximising the relative merits of each for the 
benefit of the programme.  

• To oversee the execution of the Institutional Events programme to a high quality and ensuring 
that all events support the College strategy and Advancement agenda, including: 

o Effective marketing and communications of events that target the widest possible 
relevant audiences and enhance the College’s profile and reach. 

o Briefings and materials are comprehensive, timely and follow Divisional best practice.  

o Ensure all relevant members of staff, and particularly senior staff, are fully briefed with 
important facts on attendees, programme detail and context before they attend 
events in order to capitalise upon relationships and so that personal contact is 
optimised. 



 

 

o Post-event capture of intelligence, and the follow up that may be necessary, so as to 
build upon the personal contacts which have been made.  

• To ensure that qualitative and quantitative data and information are gathered and 
maintained, which assists with event analysis, future planning and quality control, ensuring it 
is fully integrated with the Division’s CRM system, Raiser’s Edge.  

• To evaluate the success of individual events and the programme overall, using clear 
metrics/KPIs and evolving the programme in response to key learnings.   

 
Leadership and management 
 

• To be a member of both the Advancement Leadership Team and the Advancement 
Operations Leadership team, contributing to the overall strategic planning for the 
Advancement Division.  

• To foster a sense of common purpose for the team, providing leadership, direction and 
motivation.  

• To ensure that the team is appropriately structured, members are well managed, have 
objectives and targets as required, are fully trained, and have opportunities for development to 
fulfil their potential.  

• To quickly respond to changing resourcing requirements e.g. upskilling staff in new areas (e.g. 
digital production) or seeking freelance/temporary/etc support where necessary.  

• To ensure that the team handles, stores and uses confidential information sensitively and in 
line with legislative requirements.  

• To provide a clear leadership role in relation to Imperial Expectations and equality and 
diversity.  

• To have responsibility for the Events team’s financial planning, resource purchase and 
allocation, and for monitoring financial performance.  

• To ensure that the team has access to the most up-to-date equipment and technology in 
order to help meet the objectives set in the events strategy. 

 
 
Other duties 
 

• To observe and comply with all College policies and regulations, including the key policies and 
procedures on Confidentiality, Conflict of Interest, Business Continuity, Data Protection, Equal 
Opportunities, Ethics related, External Interests, Financial Regulations, Health and Safety, 
Imperial Expectations (for leaders, managers and supervisors), Information Technology, and 
Smoking. 

• To undertake specific safety responsibilities relevant to individual roles, as set out on the 
College Health and Safety Structure and Responsibilities web page: 
www.imperial.ac.uk/safety/policies/organisationandarrangements. 

 
To undertake Business Continuity responsibilities relevant to individual roles. 
  

http://www.imperial.ac.uk/safety/policies/organisationandarrangements
https://workspace.imperial.ac.uk/riskanddisasterrecovery/Public/DR%202014/Disaster%20Recovery%20-%20Responsibilities%20Rev%20Mar%2014.doc


 

 

PERSON SPECIFICATION 
      
Requirements 
Candidates/post holders will be expected to demonstrate the following 

Essential (E)/ 
Desirable (D)  
 

• Education  
Educated to degree level or equivalent  E 
Experience  
Significant expertise in event management, ideally gained within the education 
or the not-for-profit sectors 

E 

Experience leading large-scale events (at least 1,000 attendees) E 

Experience of successfully leading a team  E 

• Significant experience of successful stakeholder engagement and 
management in complex and demanding scenarios  

E 

Experience of close working with senior staff E 
• Experience of working in a large, complex organisation E 

A strong understanding of the principles of relationship management, and 
specifically, how events can underpin them 

E 

Experience of working across cultures and with a demonstrable commitment to 
equality, diversity and inclusion 

E 

Knowledge  
Well-developed understanding of the ethos of an academic institution and the 
priorities of academic staff, or a demonstrable ability to understand the working 
environment very quickly 

E 

Experience of relational databases (e.g. Raiser’s Edge or similar software) E 
Comprehensive understanding of the General Data Protection Regulation and 
its application, ideally in a fundraising/alumni relations environment 

D 

Skills & Abilities  
Proven staff leadership capabilities E 
Strong management skills E 
Creative, analytical and able to resolve problems E 
Well-honed interpersonal skills E 
Well-developed judgement E 

• Diplomatic and politically astute E 
• Collaborative and able to build and sustain effective working relationships E 
• Well-honed attention to detail, and ability to operate with precision at pace E 
• Able to perform effectively under pressure with excellent personal organisation 

and time management skills 
E 

• Able to produce clear and concise written material E 
• Sound financial planning and budget management E 
• Able to enthuse, inspire and communicate well E 

 
  



 

 

 
Please note that job descriptions cannot be exhaustive and the post-holder may be required to 
undertake other duties, which are broadly in line with the above key responsibilities. 
 
Advancement staff will be expected to follow the Division’s Values and Behaviours as detailed 
in Appendix A. 
 
Imperial College is committed to equality of opportunity and to eliminating discrimination.  All 
employees are expected to follow the 7 Imperial Expectations detailed below:  
 

1) Champion a positive approach to change and opportunity 
2) Encourage inclusive participation and eliminate discrimination 
3) Communicate regularly and effectively within and across teams 
4) Consider the thoughts and expectations of others 
5) Deliver positive outcomes 
6) Develop and grow skills and expertise 
7) Work in a planned and managed way 

 
Employees are also required to comply with all College policies and regulations paying special 
attention to: 

• Confidentiality  
• Conflict of Interest  
• Data Protection 
• Equal Opportunities 

• Financial 
Regulations  

• Health and Safety 
• Information 

Technology 
• Smoking 

• Private Engagements 
and Register of 
Interests 

 
They must also undertake specific training and assume responsibility for safety relevant to 
specific roles, as set out on the College Website Health and Safety Structure and Responsibilities 
page. 
 
 
 
  

http://www.imperial.ac.uk/human-resources/working-at-imperial/imperial-expectations/
http://www3.imperial.ac.uk/safety/policies/organisationandarrangements


 

 

HOW TO APPLY 
 
To formally apply, please submit a CV and supporting statement (ideally maximum 2 sides of A4 
each) that clearly outlines your suitability for the role against the criteria provided in the person 
specification. Please include your interest and motivation in applying for this position.  
 
Please send your application to (inserting “Imperial, Head of Institutional Events - 
Application” into the subject field):  response@peridotpartners.co.uk  
 
If you would like to have an informal conversation about this opportunity you can contact our advising 
consultants at Peridot Partners;  James Hunt (E: james@peridotpartners.co.uk or M: 07711 405 444)  

 
 
 
 
 
RECRUITMENT TIMETABLE 
 
Closing date for formal applications:   9am, Thursday 8th April 2021 
 
Interviews:      From w/c Monday 12th April 2021 
 
 
 
 
 
Equal Opportunities Monitoring 
Peridot and Imperial College London are committed to promoting equality and diversity. To help us 
raise awareness and support a culture that is diverse and recognises and develops the potential of all, 
we need to appreciate the profile of candidates who apply for positions. We would therefore be most 
grateful if you would complete this equality monitoring survey. 
 
The information will be treated confidentially and anonymously and will help us to support our 
commitment to fair recruitment practice. All information provided will be held in the strictest 
confidence and will not be shared with anyone, in line with the new Data Protection Act 2018 
launched on 25 May 2018.  The information provided does not form part of the decision-making 
process and will not affect your application. 
 
Data Processing, Protection and Privacy Policy 
By completing the form to view, or if you have access to this page from an email invitation, Peridot 
Partners will have processed your personal information. For more information about Peridot Partners' 
data processing activities and your rights, please read our Privacy Policy. 
 
 
 

mailto:response@peridotpartners.co.uk
mailto:james@peridotpartners.co.uk
https://www.smartsurvey.co.uk/s/A5N7MF/
http://www.peridotpartners.co.uk/privacy-policy/

