
JOB DESCRIPTION 

 

TITLE:   EVENTS ASSISTANT 

REPORTING TO: EVENTS MANAGER 

RESPONSIBLE FOR: ASSISTING IN EXPLORING BUSINESS OPPORTUNITY & MANAGING 

IN VENUE HIRE EVENTS 

REPORTING STAFF:  N/A 

 

POSITION OBJECTIVE 

The function of the Events Assistant is to assist Events Manager in generating event business 

leads and coordinating event logistics at the aim of generating revenue from venue hire.    

 

JOB RESPONSIBILITIES  

1. To assist the Events Manager in handling venue hire enquiries, quotation proposal, site 

inspection, service procurement and follow-ups with potential venue hire customers. 

2. To arrange timely delivery of supplies and service provision of vendors and contractors 

for the event.  

3. To provide on-day site support of the clients’ event activities, including venue setup, 

coordination with internal and external parties on the delivery of supplies and provision 

of services.  

4. To conduct post-event survey and other follow-ups with event clients. 

5. To assist in coordinating and implementing all in-house events and conferences. 

6. To maintain contacts with potential and previous clients and event organisers 

proactively with a view to exploring business opportunities. 



7. Any other duties as directed by the Events Manager. 

 

QUALIFICATIONS AND EXPERIENCES 

1. Excellent interpersonal and communication skills, in dealing with both internal and 

external stakeholders. 

2. Ability to accomplish projects with little supervision, work independently as well as part 

of a team. 

3. Bachelor’s degree graduate or above, preferably within the capacity of Marketing, Events, 

Hospitality, Catering Management or related studies. 

4.  At least 3 years’ relevant experiences in Marketing or Catering & Events. 

5. Well versed spoken and written English and Chinese.  Acquainted with Mandarin is 

preferable. 

6.  High proficiency in using Microsoft Word, Excel, PowerPoint, Outlook and Chinese 

Word Processing. 

7. Knowledge in using design software and/or Adobe software such as illustrator and 

photoshop will be an advantage. 

8. Self-motivated, well organized, attention to details, creative, presentable with customer-

oriented and can-do mindset. 

 


