
 

 

POSITION: EVENT MANAGER  

 

ABOUT US 

Wellington College Bilingual Hangzhou provides pupils access to an education rooted in the 

traditional values and the progressive approach to learning synonymous with Wellington 

College. The vision is to inspire pupils to become intellectual, independent, individual and 

inclusive; our Wellington identity. This will be based on a model that establishes a strong 

understanding of the rich and deep heritage and culture of China and being Chinese, while 

also establishing the values, aptitudes and knowledge needed to be an effective global citizen. 

We aim to prepare pupils for success during and after life at the College.  

 

Within a culture of shared vision, mutual respect, connection and belonging, open 

communication and inclusive practice, the Event Manager will form an integral part of a close 

team who aspire to continually develop and evolve in their personal and professional 

development. 

 



 

 

BASIC INFORMATION 

JOB TITLE Event Manager DEPARTMENT Non-academic 

SUPERVISOR 
Director of Admissions and Marketing, Wellington College Bilingual 

Hangzhou  

OBJECTIVES 

 

Reporting to the Director of Admissions and Marketing, the Event Manager is responsible 

for the organisation and management of internal and external events for the College.  The 

Event Manager will also be responsible for the management of any letting of College facilities, 

including coordination with external parties to meet expectations and requirements.   

The professional image and conduct of this person is crucial in emulating the ethos of the 

setting. The Event Manager must operate in a timely, determined and effective manner at 

all times. Autonomous, dedicated, determined and professional behavior will be key 

features of the post-holder’s practice and these will be consistently demonstrated at all 

times. The post holder must be able to communicate effectively with team members and 

external agents involved in the functions of Wellington College Bilingual Hangzhou.  

 

KEY RESPONSIBILITIES: 

1. Develop and manage all of the College’s major events from initial idea to completion, 

working with teachers and staff members to effectively deliver concepts. 

2. Act as the contact point and liaison for College input into events organised by the 

Wellington Community, including but not limited to parents and staff. 

3. Collaborate with outsourced or external event partners and internal stakeholders to 

conduct marketing and admissions events.  

4. Identify suitable hotels or other venues, negotiate pricing and fees, and ensure 

adherence to budget requirements throughout the pre-opening phase of the College. 

5. Manage all aspects of events from planning and promotion to execution, ensuring high 

quality and standards that maintain and develop Wellington College brand perception.  

6. Ensure that all events are held in accordance with Wellington College policies, and 



 

uphold the standards expected of the Wellington College brand. 

7. Oversee and manage the letting of the College facilities to external organisations, 

ensuring that facilities are maintained and used in accordance with Wellington College 

policies. 

8. Develop a system for managing all external and internal bookings of the College’s 

facilities based on best practices and existing models throughout the Wellington family 

of schools. 

9. Identify opportunities to bring new events and organisations to the College. 

10. Ensure that professional service is provided and all client expectations are met. 

11. Maximise gross profit sales potential / margins for all events.  

12. Controlling booking sheets and event specifications. Communicate these effectively to 

relevant parties and stakeholders.  

13. Arrange all aspects of Residential Lettings during holiday periods. 

14. Assist in the strategic review of all levels of the commercial operation, aiming to 

maximise potential within the context.  

15. Regularly review competitor offers to ensure that facility rates are in line with the 

market. 

16. Develop and monitor the online advance payment booking system. 

17. Oversee the quality of facilities, and ensure they are maintained and managed properly, 

while focusing on continual improvement for future use.  

18. Establish, develop and maintain positive relationships with internal and external event 

related stakeholders. 

19. Create and implement an ‘Events, Letting, and Facilities Use’ policy with Bursar. 

20. Analyse event performance and prepare metrics for presentation to internal 

stakeholders. Provide feedback and suggestions for enhancing future event success. 

21. In addition to the normal duties the job post will be expected to carry out other such 

duties as may be reasonably assigned by the Bursar. 

 

  



 

JOB QUALIFICATIONS: 

BASIC 
QUALIFICATION 

Education Bachelor’s degree or above 

Language Fluent written and spoken Chinese and English 

EXPERIENCE 
Working 
Experience 

3-5 years of event management, hospitality, leisure 
or relevant work experience; employment in event 
agency an asset. 

EXPERTISE  Detail oriented, team player, good at working under pressure  
 Strong ability to multi-task and prioritise resource allocation 
 Project management and resource coordination skills 
 Organisational, time management and analytical skills 
 Rigorous approach to problem-solving 
 The ability to prioritise workload and meet deadlines 
 Excellent interpersonal skills and the ability to communicate 

effectively with a diverse range of people 
 Technical proficiency and ability to prepare reports in Excel, 

PowerPoint and Word 
 Ability to operate and maintain appropriate databases 
 Ability to work to tight timelines 
 Able to work long hours 
 First-Aid qualification – desirable but not essential 

PREFERRED 
APTITUDES 

 Demonstrating practice that represents the five core 
Wellington Values at all times (courage, integrity, kindness, 
respect and responsibility) 

 Excellent communication and interpersonal skills, proven 
ability to communicate effectively with different types of 
people and in cross-cultural environments 

 Strong passion for the education industry 

 Strong track record of solving complex problems, strategic 
thinking and delivering significant impact. 

 Proven ability to work with metrics, numbers and trends, and 
develop recommendations for action based on the analysis. 

 Personal Integrity, accountability and credibility 

 Strong mindset for continuous improvement to meet or exceed 
expectations. 

 


