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JOB TITLE:
(SENIOR) EVENT COORDINATOR & FINANCE OFFICER


PURPOSE OF JOB
To provide high quality event coordination, operational, financial and administrative services, in accordance with ILGA-Europe's policies and procedures, to support the work of ILGA-Europe and the achievement of the postholder’s agreed objectives.

REPORTS TO: Finance Director

Relationships with colleagues
ILGA-Europe values creative and inclusive approaches to work and management that have been achieved through cross-team working and participation of staff at all levels in the organisation. Each staff member has line management arrangements and specific key relationships which are detailed in their job descriptions but will also need to work collaboratively with their colleagues in order to achieve their agreed targets and outcomes to the required standards.

MAIN TASKS

Event coordination (50%)
1. Work in collaboration with the overall Conference Organising Team, which is tasked with the overall delivery of ILGA-Europe’s Annual Conference which brings together ~500 participants for 4 days and approx. 50 different sessions, workshops and panels, and - within the Conference Organising Team - be responsible for ensuring logistical requirements are in place for the smooth implementation of the programme
2. Organise and coordinate logistical aspects of the Annual Conference – including procurement process, identifying and selecting conference venues and providers (technical support, accessibility services, interpretation, security, and others) to ensure value for money and high quality of services
3. Act as liaison with conference venues and providers, monitor and fulfil logistical and operational needs iterated by colleagues, monitor the implementation of services in line with the Conference objectives, provide feedback to providers, solve arising issues 
4. Act as liaison with local host organisations to ensure effective and collaborative involvement, and clear division of tasks and responsibilities
5. Coordinate with relevant colleagues to ensure the development and implementation of the Conference security plan
6. Coordinate with relevant colleagues and third-parties to ensure the smooth implementation of governance processes, incl. organisational elections
7. Support an effective flow of information regarding the Conference for internal and external communication
8. Provide timely information to maintain accurate Conference budget-to-actual 
9. Organise and coordinate logistical aspects (venue, equipment, travel, accommodation, catering, other services as required) for the annual Equality Fundraiser, Board meetings and other ad-hoc events with LGBTI activists in Brussels or abroad
10. Assist with budgeting and planning to ensure cost-efficiency, compliance with grantor rules and regulations, and high-quality standards across all meetings and events coordinated by ILGA-Europe

Financial (10%)
11. Oversee the implementation of ILGA-Europe’s travel policy in regards to staff and third-party travel, including, when required, facilitating bookings, arranging visas and insurance, providing support to travellers, processing travel documents and expenses. 
12. Process documents relating to other goods and services supplied, and process receipts and payments in an accurate and timely manner
13. Ensure that goods and services received are in accordance with grantors rules and regulations
14. Process and ensure retention of documents in accordance with grantors rules and regulations
15. Verify accuracy and accordance of costs in relation to the allowability of expenses reported to external funders on a continuous basis
16. Assist with reporting to various funders, year-end and annual audits, and financial closes
17. Identify discrepancies in income and payments and either resolve them or refer to the Finance Director when outside own authority
18. Supply information to enable effective management control of income and expenditure of specific activities and to support organisational objectives

HR (20%)
19. Ensure data relevant for payroll processing is collected from employees on a monthly basis
20. Act as liaison with social secretariat and external HR consultant to ensure timely and accurate payroll processing on a monthly basis, ensuring any corrections are issued timely
21. Ensure employees records are up-to-date with various benefit providers
22. Oversee the correct implementation of payroll processes at the beginning and closing of the year, including clarifying holiday calendars, putting in place time management and tracking systems, verifying leave and other absence counters, verifying the implementation of other staff policies 
23. Provide administrative support to recruitment processes – including at application, interview, hiring and induction stage
24. Oversee application and timely renewal of work permit for relevant employees
25. Monitor developments affecting the obligations of ILGA-Europe as an employer and   support related revisions of employment policies or practices 
26. Periodically review organisational documents setting out employment policies or practices applicable within the organisation and maintain a registry of these documents
27. Periodically review health & safety measures and procedures applicable within the organisation
28. Lead on the annual staff wellbeing assessment and follow-up with priorities identified
  

Governance & Compliance (10%)

29. Support the Board with communication towards member organisations in relation with the governance of ILGA-Europe
30. Support the Board with the implementation of the General Meeting in compliance with of ILGA-Europe Constitution and Standing Orders
31. Support the online voting procedure at the General Meeting in coordination with ILGA World Membership Officer
32. Support the Board with the periodical revision of the ILGA-Europe Constitution and Standing Orders
33. Ensure the retention of documents in compliance with Belgian law on non-profit organisations
34. Ensure the mandatory legal publications and registrations are done in a timely manner and in compliance with Belgian law on non-profit organisations
35. Monitor developments affecting the legal framework in which the organisation operates


General (10%)
36. Support the efficient day-to-day running of the office systems, supplies, premises and equipment; including correspondences and responses to emails and member organsiations in a professional and timely manner
37. [bookmark: _GoBack]Use computer systems (CiviCRM, RegOnline and GoogleDocs) and software in order to provide an efficient and effective administrative and financial service ensuring that data security and legal requirements are achieved
38. Support the sensitive data entry and maintenance of ILGA-Europe’s database and private donation system (CiviCRM)
39. Work as part of the ILGA-Europe staff team in ways that achieve agreed goals and objectives, including by taking part in weekly meetings discussing the current trends and issues facing LGBTI people throughout Europe
40. Provide administrative and practical support to the work of the Executive Director and Board Members
41. Ensure that ILGA-Europe is in compliance with Belgian regulations applicable to AISBL and monitor developments affecting the legal framework in which the organisation operates
42. Attend relevant meetings, conferences, and events coordinated by ILGA-Europe and to prepare and give presentations related to the work of ILGA-Europe as required
43. Actively participate as a member of the wider ILGA Europe team with other employees, volunteers, the staff of ILGA World, and Board members, to promote and achieve ILGA-Europe’s objectives
44. Carry out all activities with full regard to ILGA-Europe’s policies on diversity and equal opportunities
45. Comply with such laws and regulations as may be applicable to the operations of the Service Area
46. Undertake all duties in compliance with health and safety regulations and legislation
47. Undertake other duties that may be reasonably required from time to time
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