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Commercial Events Coordinator Overview 
 

The job as Commercial Events Coordinator varies daily with a variety of administration 
work and will allow you to gain new skills alongside developing existing skills. 
 
You will start everyday by checking your emails and prioritising tasks to manage your 
time effectively. You will need to balance CHEL, Verrio and Nursery work so being 
organised is vital.  
 
CHEL 
You will assist in answering enquiries, touring prospective clients and organising events. 
You could be co-ordinating a wide range of events from weddings to theatre productions 
or carol services along with liaising with departments across the school. 
 
You’ll always need to put the safety of Christ's Hospital students first when organising 
events so promoting the welfare and safeguarding of children is key.  
 
You will organise all administration for the Verrio Tours working alongside the museum 
team. You need to ensure all paperwork is correct, invoices have been raised and paid 
and send all information to support staff. 
 
You’ll develop your analytical skills processing timesheets, invoices and organising 
utilities. You’ll be responsible for working with other departments in the school, for 
example liaising with the Compliance Officer to manage the risk assessments of the 
whole school.  
 
You will also assist in the preparation and running of the residential lettings where we 
become the base for international competitions during the Easter holidays and a 
summer camp for six weeks of the year.  
 
Nursery 
You will help the Nursery Supervisor with the administration for Nursery’s policies and 
procedures ensuring they are up to date, completing timesheets for payroll and their 
credit card statement. 
 
 
 

Each day is interesting and different! 
 

Preparation is key for all your events and the LETS throughout the year, as well as 
dealing with last minute enquiries and tasks. You’ll end each day having learnt something 

new, most likely met someone new and have improved essential workplace skills. 
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