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Laura Smith | Events Manager 

Location: xxxxxx 
Telephone: xxxxxxxxxx 

Email: xxxxxxxxxxxx 

Professional Profile 

An accomplished, highly experienced, and Prince2 qualified Events Manager with a proven record of 
success in the administration, logistical planning and smooth delivery of diverse campaigns and projects. 

 

Adept in assessing and understanding the unique needs of each event and ensuring that the requirements of 
all stakeholders are effectively aligned and fulfilled. A calm and pragmatic negotiator capable of adapting to 
last minute change and who excels in leading projects from initial concept to completion, including creating 
the background operational processes which are critical to the success of large scale high profile events.  

Core Skills 

• Event planning & execution 
• Adhering to budget / deadline 
• Live televised events 
• Optimising ROI 

• Operational process optimisation 
• Problem solving & troubleshooting  
• Media management & accreditation 
• Resource & logistical planning 

• Corporate partnering 
• Royal / VIP liaison  
• Talent management   
• Collaborative negotiation 

Events Include 

• South Bank Awards  
• Rugby World Cup 2015 
• National Paralympic Day 

• Rio 2016 Olympic & Paralympic Games 
• London 2012 Olympic & Paralympic Games 
• Glasgow 2014 Commonwealth Games 

• Invictus Games 2014 
• MOBO Awards 
• ICC Cricket World Cup 

Career Summary 

2010 – Present   Freelance Events Manager  
 

Overview 
• Undertaking and fulfilling a wide array of responsibilities and events, many of which enjoy a high media 

profile and involve the appropriate management of significant budgets and logistical challenges 
• Understanding and managing the role of an extensive volume and range of stakeholders incl. but not 

limited to: attendees, VIPs, corporate guests, sponsors, volunteers, paid staff, photographers and media 
• Planning and managing both one-off events of various durations and contributing to the delivery of a 

programme of events in support of an organisations overall strategy  
• Accruing extensive expertise in press operations and accreditation, logistical planning, volunteer 

recruitment, selection and training, and troubleshooting of technical issues 
• Designing and implementing effective operational processes and data management solutions 
 
Current Project: 
• Recently re-joined xxxx as part of their event management team on a short term contract, managing both 

specific events / projects and supporting wider event programmes incl. consumer events  
 

Key Achievements: (chronological) 
• South Bank Awards (annually 2010 to 2017): Led the logistical planning and successful execution of all 

events aspects incl. managing the venue, the guest list of 350 handpicked attendees, event design, 
hospitality provision, and talent liaison. Managed both in-house event team and contracted agencies as 
well as collaborating extensively with Lord Bragg, Executive Producers and wider editorial team. 

• MOBO Awards (annually since 2010): Designed and implemented the bespoke ticketing system which 
manages sales, invoicing, and ticket holder communication and has been in use continually since 2010. 
Continued to quality check and oversee event management, and personally manage VIP experience, 
front-of-house logistics and record company liaison.  

• Rio Olympic & Paralympic Games (2016): On-site manager of the Athlete Ambassador programme 
operated by BP which provided transport, accommodation and hospitality / entertainment to athletes 
such as Jessica Ennis Hill, Richard Whitehead, Lizzie Armistead, and their families. Planned all activities 
incl. risk assessments, H&S, and liaison with security services and local fixers. Additionally coordinated 
participation in BP’s VR experience and promoted the use of social media to highlight the programme. 

• ER2015 Rugby World Cup (2015): Functioned as Twickenham Press Lead, managing work room for all 
accredited press and leading the constantly developing ticketing requirements of the knock-out contest.  

• ITV (2015): Managed ITVs commercial activity and stakeholder engagement related to the Rugby World 
Cup incl. design, build and operation of 2 hospitality boxes and accreditation of guests. Additionally 
provided ad hoc support to events incl. the untelevised bi-annual ITV Gala held at The London Palladium 
to engage advertisers and other commercial partners.  
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• ICC Cricket World Cup (2015): Operated as Accreditation Manager responsible for the logistical planning 
and delivery of 6,000+ accreditations issued by 2 sites incl. the flagship Christchurch venue. Led the staff 
team at each venue and fulfilled all requirements despite few local facilities and little off-site support.  

• National Paralympic Day (2015): Successfully planned and delivered media operations, fulfilling all 
needs of the accredited press, photographers and broadcast journalists at sites across London.  

• Glasgow Commonwealth Games (2014): Planned and delivered the 24hr central media facility incl. 
managing briefings, athlete press conferences, and private offices held by groups such as Reuters. 
Ensured consistent access rights compliance, trained and led press centre workforce, and successfully 
created an environment which enabled the creation and broadcast of best possible media coverage.  

• Invictus Games (2014): Managed the central media facility for the inaugural multi-sport event incl. 
extensive royal liaison and the planning and negotiation of live broadcast access for Sky, ESPN etc.  

• ITV (2014): Served as a standalone Special Events Manager with responsibility for producing the 
‘Creative Diversity Awards’ 2014 incl. curating content for this TV studio event attended by 600+ guests, 
chairing the stakeholder steering group, and controlling all event elements within a £250,000 budget. 

• Channel 4 (2013): Delivered numerous cross-divisional campaigns and PR activity incl. bespoke events 
to promote programming and corporate messaging. Delivered an arts event produced by Grayson Perry 
incl. extensive artist liaison, negotiation of content, and alignment of artistic idea with corporate strategy. 

• London Olympic & Paralympic Games (2012): Managed the travel and accommodation needs of 300+ 
specialist media consultants, liaised with LOCOG to deliver accreditation to international print and 
photographic journalists, and provided multi-venue staff scheduling. Delivered in-stadium support incl. 
marshalling photographers, troubleshooting technical issues, leading teams of volunteers and managing 
the process surrounding any royal attendance.  

• Atos Origin (2011): As management consultant, led the comprehensive review and improvement of 
process documents used by central PMO to control the activities of Project Managers deployed globally. 
Additionally established and managed a newly outsourced administration centre in Poland.  

 
 
2009 – 2010   Events Manager, XXX 
• Joined a team of 6 centralised Events Managers and continued to hold responsibility for all of the events 

of the previous role while also expanding remit into more commercial and marketing related events 
• Created a number of bespoke prestige events to showcase channel programming and talent, facilitate 

charitable and corporate partnering, and deliver conferences and award ceremonies (1,500+ attendees) 
• Provided briefings to VIPs, corporate partners, dignitaries and on screen talent for televised events  
• Responsible for event budget forecasting and monitoring / reporting of ROI 
• Project managed campaign activity related to high profile events such as The Pride of Britain Awards 

and those held at venues such as Westminster Abbey, Palace of Westminster and Buckingham Palace 
 
2004 – 2009   Regional & Public Affairs Manager, XXX 
• Responsible for planning and delivering a high number of larger, simultaneous, and more high profile 

events on a weekly basis in support of the business engagement strategy 
• Partnered, and managed relationships, with a vast array of stakeholders incl. TfL, The Prince’s Trust, 

Visit London, and The Home Office in order to ensure the desired outcomes of all parties were realised 
• Represented ITV at a range of events, awards ceremonies and conferences 
• Supported ITV campaign activity incl. acting as lead liaison with Downing Street and Royal Household 
• Selected to manage the parliamentary contact programme spanning 11 ITV regions incl. managing 

annual party conference activity (12+ events over 3 locations in a 3 week period) 
• Served as personal event manager for ITV Chairman when he received Freedom of the City of London 
 
2001 – 2004    Regional Affairs Executive, XXXXX 
• Supported the implementation of the regions corporate social responsibility campaign which partnered 

with a range of programming output and encompassed a wide variety of events and outreach work 
• Implemented a companywide volunteer programme taking LWT staff into schools to share knowledge 
• Managed both in-house and external event activities to promote the company’s profile and objectives, 

partnering with larger events such as the Thames Festival or Lord Mayors Fireworks as appropriate 
• Played a key organisational role within the cross-ITV committee which delivered the ‘50 Years of ITV’ 

event held at the Guildhall and attended by Her Majesty the Queen and numerous other VIPs 
 
2000 – 2001   Contract Management Administrator, XXXXXX 
• Responsible for reviewing and creating artists contracts and contributing to the profitable management of 

Granada’s back catalogue of content being sold to new territories 
 
1992 – 2000   Various Roles, XXXXXX 
• Held administrative and support roles within a number of civil service departments including the Child 

Support Agency, Court Service, Department of Environment etc.  

References available on request 
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