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Job Description: Professional Service Positions

	Faculty/Directorate/Service Area:
	Estates and Campus Services

	Job Title:
	Business Development Coordinator – Event Services 

	Department/Subject:
	Commercial Services

	Salary:
	Grade 6 - £29,959-£33,482

	Hours of work:
	Full time

	Number of positions:
	1

	Contract:
	This is a permanent position

	Location:
	This position will be based across both Singleton and Bay Campus



	Main Purpose of Post

	Enquiry Management & Customer Service
1. Act as the primary point of contact for commercial enquiries relating to events, conferences, filming and other commercial activity, ensuring enquiries are handled professionally and in line with agreed service standards.
2. Coordinate and oversee the progression of enquiries from initial contact through to confirmed booking, ensuring accurate information is captured and maintained within relevant systems.
3. Implement and maintain enquiry management processes, ensuring enquiries are logged, tracked and progressed consistently to support commercial activity.
4. Respond to client enquiries in a timely and professional manner, clarifying requirements and providing information on available facilities, services and event options.
5. Maintain accurate records of enquiries, bookings and customer interactions, ensuring information is recorded consistently within the relevant systems.
Sales & Booking Administration
6. Prepare proposals, quotations and booking documentation in response to enquiries, working within agreed frameworks and escalating complex commercial queries where appropriate.
7. Maintain and update booking and enquiry systems, ensuring accurate data management and pipeline visibility.
8. Support the monitoring of enquiry activity and booking outcomes, producing operational reports to support commercial performance monitoring.
9. Assist with the administration of contracts, bookings and client documentation, ensuring compliance with University financial and administrative procedures.
Event Coordination & Delivery Support
10. Coordinate the preparation of event briefs and operational handovers, ensuring all relevant information is shared with delivery teams.
11. Liaise with operational teams to coordinate event requirements, including room setup, catering, technical support and other operational services.
12. Provide occasional on-site coordination or duty support for events, particularly during peak periods such as the summer months, assisting with client liaison and operational oversight.
13. Monitor event activity and support the resolution of routine operational issues during event delivery, escalating complex matters where required.
Stakeholder & Team Collaboration
14. Develop and maintain effective working relationships with internal and external stakeholders, including clients, colleagues and service providers.
15. Liaise with operational teams including Catering, Estates, Campus Services, Residential Services and Media Services to coordinate event delivery requirements.
16. Work collaboratively with the Commercial Manager and wider Commercial Services team to support income-generating activity across the Directorate.
17. Contribute to initiatives that promote and develop the University’s commercial services, identifying opportunities to enhance the use of University facilities and assets.
Financial & General Administration
18. Support the financial administration of events and bookings, including monitoring payments and assisting with invoicing processes where required. Assist with general administration related to the operations of the Events team.
19. Ensure compliance with University policies, financial procedures and health and safety requirements relevant to commercial activity.
20. Maintain accurate documentation and records relating to commercial enquiries, bookings and event activity.
21. Undertake continuing professional development and participate in networks that support the development of commercial services and event activity

	General Duties
	22. To fully engage with the University’s Performance Enabling and Welsh language policies
23. To promote equality and diversity in working practices and to maintain positive working relationships.
24. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
25. Any other duties as agreed by the Faculty / Directorate / Service Area.
26. To ensure that risk management is an integral part of your day-to-day activities to ensure working practices are compliant with the University's Risk Management Policy.


	Professional Services Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 
We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality.

We Work Together         
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.
We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.


	
Person Specification

	Essential Criteria:
Values:
· Demonstrable evidence of taking pride in delivering professional services and solutions
· Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers
· Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience 
Qualification:
· Educated to a good general level including GCSE Maths and English
Experience:
· Experience of coordinating enquiries, bookings or service delivery within a customer-focused environment
· Experience of working with stakeholders at a variety of levels to understand requirements and develop appropriate service solutions
· Experience of supporting income-generating activity, business development, client engagement or customer relationship management
· Experience of working in a fast-paced environment where multiple enquiries, requests or priorities must be managed simultaneously
Knowledge and Skills:
· Excellent communication skills, both verbal and written, with the ability to present information clearly and professionally to a range of audiences
· Strong organisational skills with the ability to manage multiple enquiries, priorities and deadlines effectively
· Good standard of IT literacy, including experience of using booking systems, CRM systems or similar enquiry management platforms
· Demonstrable skills in understanding and responding to customer needs and identifying opportunities to support service development
· Ability to work independently and use initiative to progress enquiries and tasks through to completion
· Ability to work flexibly and collaboratively within a team environment
Desirable Criteria:
· Experience of working with conferencing or event booking systems
· Knowledge or experience of CRM systems and pipeline tracking
· Experience of supporting business development or sales activity within a service environment

	Welsh Language Level
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.

For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.

	Additional Information
	Informal enquiries:
Shortlisting Date:
Interview Date:
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