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Conference Producer

	Job details 

	Directorate: 
	Membership and External Affairs

	Department: 
	
Member Experience and Services
	Team:
	Events
	Grade: 
	Career Professional  B
	Reports to:
	Senior Conference Producer 

	Line management responsibilities:
	No
	Location:
	London


Role overview
	The Conference Producer supports the development of commercial event programmes that enhance member engagement and revenue growth, in line with the organisation’s commercial strategies.
Working closely with the Senior Conference Producer and Events Manager, this role will contribute to the planning and delivery of the commercial events portfolio by coordinating with internal and external stakeholders, ensuring programmes are developed, marketed, and delivered effectively.



Core duties of the role:
The post holder will:
	The Events team within the Law Society manages around 150+ events each year. Approximately 80% are online and 20% face-to-face.

Commercial events
The Law Society runs around 10 commercial events each year. These are a mixture of in person, online and hybrid with between 100 – 600 delegates. 
· Collaborate with internal and external stakeholders to support the development of commercial events programmes that drive revenue and participation. 
· Monitor trends and developments within the legal profession and broader industry to identify opportunities for content and audience growth.
· Research, attend and report on industry events to inform programme development and maintain competitiveness.
· Seek and incorporate member and stakeholder feedback to shape event content and improve engagement. 
· Build and maintain effective working relationships with internal teams and external contributors to support programme delivery. 
· Research and write high-quality conference agendas within set timeframes, ensuring relevance and innovation.
· Generate and validate topics through desk research and stakeholder input.
· Support speaker acquisition by identifying and securing industry leading speakers through outreach and networking. 
· Collaborate with the sales and partnerships team to maximise commercial event reach and engagement. 
· Work with the marketing team to develop messaging and support delegate acquisition campaigns. 
· Support the commercial objectives of each event by aligning content and audience engagement strategies with revenue goals.
· Gather and analyse post-event feedback and data from multiple sources to support reporting and inform continuous improvement of future events.
Event delivery 
· Assist the team to deliver events online, face-to-face and hybrid where required.





Skills and attributes:

	 Criteria (knowledge, skills and attributes)
	Assessment stage

	Minimum 1 year of experience in conference production or a related role in the events industry. 
Experience within the legal industry or producing events for a professional services audience is desirable.
	Application Form
	Strong research and content development skills.
	Application Form
	Excellent written skills.
	Application Form
	Proven ability to build and manage relationships with internal staff/managers and external stakeholders including high-level managers and directors (as individuals and as a committee).
	Application Form
	Strong communicator with excellent interpersonal skills both in person and on the telephone.
	Interview
	Strong persuading and influencing skills, with proven ability to engage stakeholders at all levels.
	Interview
	Excellent project management skills (organisation, planning and delivery)
	Interview
	Demonstrates adaptability in non-routine or unexpected situations, proactively resolving unforeseen challenges to ensure successful event delivery.
	Interview
	Able to prioritise and use own initiative to make decisions and take action.
	Interview
	Ability to remain calm, focused and positive under pressure.  
	Interview
	Proficient in Word, Excel, PowerPoint and event management systems
	Interview


Organisational chart

	

Operational Director - Member Experience and Services


Head of Events and Training


Events Manager - Commercial


Senior Events Officer x 2


Events Manager


Events Coordinator x 2


Events Officer x 3


Events Process Specialist


Senior Conference Producer


Conference Producer
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