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JOB DESCRIPTION – EVENTS / PUBLICATIONS SPECIALIST 
	Department:
	Events Department 

	Immediate Supervisor:
	Events Manager  


	GOAL 

	The Events Department manages internal and external (local and school wide) events; fundraising, community building, or image building events as per the main calendar of events. The main purpose is to promote the school image and agenda with all related stakeholders. The Events Department is in charge of arranging educational academic related field trips for students from PS – G12 as part of its goals. The department is in charge of producing promotional publications and all related media sources helping with the mission of the department and the school as a whole. 


	MAIN DUTIES AND RESPONSIBILITES

	Publications: 

· Coordinate and participate in production of informative and promotional material and publications such as certificates, invitations, brochures and handbooks. 
· Design promotional and hiring ads upon request. 
· Design logos and concepts. 
· Compile material from a variety of sources and establish deadlines for information submission and revision. 
· Perform data entry activities to enter text, articles and other material onto computer. 
· Monitor adherence to schedules and deadlines as appropriate. 
· Edit submissions for clarity, accuracy and conformance to style/image. 
· Contribute to matters of design and make authorized textual changes. 
· Proofread copy and coordinate proofreading by others. 
· Request internal printouts and monitor for errors. 
· Maintain interface with printing services to ensure material is produced in accordance with established schedules, design and style specifications, and budgetary requirements. 
Events: 

· Assist in all planned events on the annual calendar and when needed. 
· Suggest fundraising, community building, and image building events. 
· Ensure with the team that all events reflect Hayah’s image and values. 
· Provide logistical support for all internal and external events as needed. 
· Assist in directing and functionally supervise all event support staff including setup crews, ushers, security guards, caterers and decorators. 
· Help in ensuring that events setup is in accordance with safety standards. 
· Demonstrate continuous effort to improve operations, decrease turnaround times, simplify work processes, and work cooperatively and jointly to provide quality service from the Events Department. 


	KNOWLEDGE, ABILITIES AND SKILLS

	Language: 

· Fluent in both spoken and written English and Arabic. 
Computer:

· Adobe Photoshop. 
· Adobe Illustrator. 
· Adobe Indesign. 
· Web design. 
Job-related:

· Organizational Skills. 
· Interpersonal Skills. 
· Accurate and detail-oriented. 
· Confidential. 
· Ability to multi-task. 


	QUALIFICATIONS AND EXPERIENCE

	· Bachelor Degree in related discipline. 

· 3+ years of relevant admin experience. 




* This job description describes in general terms the normal duties which the post holder will be expected to undertake.  However, the duties may vary or be amended from time to time without changing the level of responsibility associated with the post.  
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