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Events Executive

	Job title
	Events Executive
	Job family
	Marketing

	Grade
	TBC
	Reports to
	Head of Events (UK & ROI)

	Location
	Hybrid 
	Team size
	2



	About the role:

	We’re looking for a motivated and organised Event Executive to join our marketing team and support the delivery of our growing events programme.
Working closely with the Head of Events, you’ll help plan and execute a wide range of events including exhibitions, conferences, customer events, roundtables, webinars and internal events. This is a fantastic opportunity for someone with early experience in marketing or events who is looking to develop their career in a fast-paced B2B environment.
You’ll play a key role in ensuring events are delivered professionally, run smoothly, and support our wider marketing and demand generation objectives.

	Role accountabilities and responsibilities:
Event Planning & Delivery
· Support the planning and execution of a varied events programme including exhibitions, conferences, roundtables, webinars and customer events
· Coordinate logistics including venues, suppliers, stand build, AV, catering, travel and accommodation
· Manage event timelines and ensure key milestones and deadlines are met
· Assist with on-site event delivery, ensuring events run smoothly and deliver a great attendee experience
Marketing & Promotion
· Work with the wider marketing team to support event promotion including email campaigns, landing pages and social media
· Assist with event registrations and attendee communications
· Support the creation of event materials including presentations, signage, branded assets and collateral


Stakeholder Coordination
· Liaise with internal stakeholders including sales, Pre-Sales, customer success and marketing teams
· Coordinate speaker briefings and support agenda development
· Help ensure teams attending events are fully briefed and prepared
Reporting and Performance
· Track event registrations and attendance
· Support post-event reporting including leads generated, engagement and pipeline contribution
· Assist with post-event follow-up campaigns and nurture activity
Administration and Organisation
· Maintain event trackers, budgets and project plans
· Support supplier management and purchase order administration
· Ensure event documentation and processes are organised and up to date


	Essential Skills/behaviours:
· 3 years plus experience in an events, marketing or marketing operations role
· Experience supporting corporate events, exhibitions or conferences
· Strong organisational and project coordination skills
· Excellent communication and stakeholder management skills
· A proactive and detail-oriented approach
· The ability to manage multiple projects and deadlines

Critical competencies:
Qualifications and Experience:
· Bachelor's degree in Marketing, Business, or related field or 3+ years of B2B marketing experience 
Technical Skills:
· Proficiency in marketing automation platforms (Marketo, HubSpot, or similar)
· Strong experience with CRM systems, preferred HubSpot
It would also be beneficial if you have experience with:
· B2B marketing environments
· Event platforms or CRM systems (e.g. HubSpot, Cvent, Swoogo or similar)
· Working with sales teams to support lead generation events
Required Competencies:
· Self-propelled and proactive – sets deadlines and meets them without hand-holding.
· Creative problem-solver – enjoys testing unconventional tactics and iterating fast.
· Business athlete – balances strategic thinking with sleeves-rolled-up execution.
· Collaborative influencer – wins trust of Sales, Customer Success, Product and execs through facts and follow-through.
· Growth mindset – hungry to learn, open to feedback, keen to mentor junior talent as the team scales.

Preferred Skills:
· Experience in SaaS or technology industry marketing
· Knowledge of industry-standard marketing metrics and KPIs
· Strong project management and prioritisation abilities


	Special circumstances / Other requirements e.g. travel requirements, working arrangements etc

	Visit Peterborough office at least twice a week







	About Zellis

	At Zellis, we help organisations unlimit what’s next for their people. Our AI-enabled HR, payroll and workforce management solutions support some of the largest organisations across the UK and Ireland to deliver exceptional employee experiences, ensure compliance, and drive operational efficiency.
As we continue to grow, events play a critical role in how we engage our customers, build our brand, and generate new business opportunities.

We’re proud of our culture
At Zellis we work hard to create a culture where people want to join, belong to, and be part of a progressive organisation. We’re committed to recruiting and retaining a diverse and inclusive workforce that is representative of the customers we serve and the communities we operate in.

Our values, which were defined with input from all of our 2,000 colleagues, are not empty words on a poster. They reflect who we are, and how we operate as a business.
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Unstoppable together

We are inclusive, celebrate differences
and work together to achieve
exceptional results.

Always learning

We build expertise in ourselves and
others, always looking for better ways.

Make it count

We are accountable for what we do and
the impact we have.

il

Think scale

We build for the future, creating
repeatable, simple and scalable
solutions.
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