
 
 

Job Description- Events Coordinator 

Reference: NMT/133 

Job Purpose: Job Purpose: No More Taboo is a not-for-profit social enterprise, advocating for a period-friendly 

world for all. Period poverty is affecting millions of women and girls worldwide. Many do not have sufficient 

access to the knowledge or resources to have a safe, dignified and clean period due to lack of education, 

sanitation and social stigma. We are changing this through innovative, long-lasting solutions. We sell 

sustainable sanitary products, subscription boxes, workshops and training to support organisations and other 

businesses to ensure their service users, employees and students have healthier, happier and more affordable 

periods. 100% of our profits go to our charity work, reducing the impact of disposable products and breaking 

the silence around menstruation. 

We are at a pivotal stage of our development, starting to gain more traction and really grow as an 

organisation. We have hosted some really amazing events in the past 2.5 years and hope to step this up over 

the next twelve months, we are looking for an events planner and coordinator, who can help us develop a 

diary of events. The objective of events is to create awareness of the issues around menstruation, to have fun 

and raise funds for our projects. Our past events have included debates, film screenings, a period tea party, a 

comedy gala and an evening of drinks and music at our launch in June. We plan on hosting a minimum of four 

events per year. However, we also want to attend events where we may reach new supporters. Busy times of 

year for us in terms of events include International Women’s Day on 8th March and Menstrual Hygiene Day on 

28th May. This year we plan to have an intern to support us in managing these events. The coordinators key 

role is diary management, advance planning and budget management including developing relationships with 

key parties who may be able to support us with venues, raffle prizes, food or drink. 

Key Tasks and Responsibilities: 

-Developing a 12 month plan for events we would like to host and attend. 

-Developing a manual on advance planning for an event, when to contact venues, when to start marketing etc. 

-Reflecting and learning on past events successes and short-comings  

-Developing relationships with key parties such as venues, organisations who may provide raffle prizes or 

donate towards events, developing sponsorship relationships. 

-When applicable personally attending external events to represent No More Taboo or ensuring a volunteer is 

able to attend. 

-Recruit and manage a committee/team of volunteers who can support you in delivering each event either 

internally or externally. 

Delivery includes: 

-Marketing and promoting events with the support of the communications team. 

-Managing and administrating the events budgets and fundraising targets. 

-Organising venue(s) in advance, communicating with venue owners exactly what is required and 

setting clear expectations, including preparation of venue. 

-Organising any catering and or equipment in advance including getting multiple quotes.  



 
 

-Ensuring all resources for events, such as leaflets, promotional materials and any extra equipment 

required for running a successful event are prepared in a timely manner.  

-Promoting the event with local media, including writing press releases with support from 

communications team. 

-Engaging the Bristol public, through social media or other means in the build up to the day. 

-From February 2017 for 3 months managing (with help from the Directors) an intern who will work two days 

per week on events and campaigns. 

-Being creative and developing new ways of communicating with customers/supporters. 

-General promotion of the no more taboo ethos and advocacy of the issues throughout the duration of the 

role.  

-Assisting with general administration including answering emails and calls, preparing resources, keeping clear 

records of spending and reporting back to manager. 

Salary: Voluntary position. 

Location: Working from home with occasional face-to-face meetings in either Bristol or Devon. 

Hours: Minimum 6 hours per week fully flexible, however more time may be required close to events. 

Full training and induction shall be provided. 

Skills/attributes/knowledge/experience 

Essential: 

Confident self-starter. 

Proven successful event hosting. 

Committed to providing the minimum output of four events in a year. 

Committed and able to dedicate the equivalent of six hours each week to the role. 

Flexibility in terms of attending events. 

Interested in our causes and ethos around menstruation, sanitation and the environment. 

Proven organisational and coordination skills in relation to events. 

Proven time management and planning. 

Team working experience. 

Confidence to work on own initiative with minimum supervision but knowing when to consult 
with and inform others.  

Organised, able to set and meet own targets and goals. 

Happy to work from home. 

Desirable: 

Creative and imaginative thinking. 

Team and project management experience. 

Confidence to ask for free/reduced cost due to not-for-profit status 

Experience of coordinating others to contribute to projects. 

Experience of working in the third sector. 

Ability to work to fixed timelines and be responsible for meeting targets. 

Oral communication skills. 

How to Apply: 

To have an informal chat about the role call Chloe on 07934739098. 

Please send a covering letter (no more than 2 A4 pages) specifying how you meet the essential and if 

applicable desirable criteria specified above and a copy of your C.V. to chloe@nomoretaboo.org. 


