Event Director – City Food & Drink Lecture
(Salary and time allocation: TBA)
Overview
The Event Director is responsible for the end-to-end delivery of the City Food & Drink Lecture — a high-profile, livery-led event held at Guildhall, City of London bringing together senior leaders from across the UK and international food and drink sectors.
This is a senior, hands-on role requiring a self-motivated Director with commercial sponsorship experience, strong organisational capability, and a proven ability in coordinating complex stakeholder management. Familiarity with, and ideally involvement in the City of London Livery Companies is highly desirable.

Key Responsibilities
Strategic Leadership & Governance
· Work closely with the Chair and Committee to: 
· shape the strategic direction and content of the event
· ensure appropriate governance, policies (including privacy and sustainability) and risk management frameworks are in place
· Maintain the integrity, reputation and continued evolution of the Lecture
Sponsorship & Commercial Delivery
· Lead the identification, securing, longevity, growth and management of sponsors
· Develop and deliver levels of sponsorship packages and benefits to also include specific sponsorship opportunities such as the Future Generation Forum, Pre lecture Reception and video. 
· Manage sponsor relationships at a senior level, ensuring high-quality delivery and retention
· Assign ambassadorial roles amongst the committee. 
· Organise the Sponsors and Committee Dinner to cement relationships 
· Oversee financial tracking, budgeting and invoicing for the City Food & Drink Lecture .
· Look to develop contradeals where possible 
Speaker & Programme Management
· Play a role in the Selection Committeee to identify keynote speakers and panellists
· Coordinate all communications to include briefing and programme/website  flow
· Ensure alignment with the Lecture’s theme and objectives
· Manage all pre speaker logistics and on-the-day delivery
· Lead on and manage the Future Generation Forum 
Stakeholder Management
· Lead on and coordinate a wide range of stakeholders including the supporting Livery Companies, catering team, sponsors, speakers, Guildhall teams, AV company, photographer, MC, PR and Comms company and external suppliers
· Act as the central point of contact, ensuring clear communication and alignment across all parties
· Build and maintain strong, trusted relationships at a senior level
Venue & Production Management
· Lead all aspects of negotiations, venue planning and delivery at Guildhall (across multiple spaces)
· Lead on and oversee event production including AV, staging, videoing, catering and branding
· Manage suppliers and ensure seamless operational delivery
Guest & Registration Management
· Oversee the registartion system, guest list strategy, badges, invitations and allocations
· Oversee registration processes, protocol and VIP engagement
· Liase with and brief the City of London to organise Mansion House guests
· Work closely with committee member to provide brief, organise visit and route plan for our special guests 
· Organise the seating plan at Guildhall
· Ensure a high-quality guest experience throughout
Communications & Promotion
· Lead on event communications including website, programme, e shots and promotional materials
· Ensure consistent messaging and effective integration of sponsor content
Event Delivery
· Provide a Sequence of Events (SOE) 
· Lead all aspects of event day delivery, including set-up, team coordination, helpers and issue resolution
· Ensure smooth running of all elements from reception through to lecture, panel and supper
Post-Event Delivery
· Lead on event and sponsor follow-up and relationship management
· Lead post-event evaluation and reporting
· Contribute to forward planning and continuous improvement

Person Specification
· Proven experience at Director level delivering complex, high-profile events
· Strong commercial sponsorship experience
· Highly self-motivated, with the ability to lead and deliver independently
· Exceptional organisational and project management skills
· Demonstrable strength in coordinating stakeholder management across multiple senior audiences
· Excellent communication and interpersonal skills
· Experience of, or strong affinity with, the City of London Livery environment desirable

Role Scope
The role encompasses full ownership of a large-scale, multi-faceted event requiring significant coordination across strategic, commercial and operational areas. It demands both high-level oversight and detailed hands-on execution to ensure delivery to an exceptional standard.
This is a substantial and demanding role, encompassing what would typically sit across multiple functions (events, sponsorship, stakeholder management and production).
It requires resilience, sound judgement, and the ability to balance strategic oversight with detailed execution. The successful candidate will be someone who thrives on responsibility and is motivated by delivering an event of genuine influence and standing.
Given the breadth and complexity of the role, careful consideration should be given to appropriate resourcing and support to ensure its continued success at this level.

APPLICATIONS

Applications should be sent to: allanwilkinson@hsbc.com, mike.attwood1958@gmail.com, fiona.patrick1@btinternet.com as soon as possible (from 9th July 2026). Applications will remain open until a suitable candidate is found.


